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DEPARTMENT OF GENERAL SERVICES C-794
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE Page 1 of 1
Agency HOWARD COUNTY GOVERNMENT Division/Unit  Citizen Services
Item Description Retention
No.
All electronic media records will created and stored using a system that is
in compliance with Comar 14.18.04. Permanent records will be
transferred to MSA on CD stores as “Tif” files with retrieval software
also embedded on the CD.
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statements, reports, and other records of any department/agency program; or similar
records distributed county wide, concerning general administrative and office
procedures for the Department of Citizen Services.

DEPARTMENT OF GENERAL SERVICES Schedule No. o794
RECORDS MANAGEMENT DIVISION =
RECORDS RETENTION AND DISPOSAL SCHEDULE Page 1 of 6
Agency HOWARD COUNTY GOVERNMENT Division/Unit Citizen Services .
Item
No. Description Retention
CORRESPONDENCE AND MISCELLANEOUS FILES
1.01 POLICY AND PROGRAM DEVELOPMENT - Correspondence pertaining to but | 3 years, then destroy
not limited to the formulation, planning, enactment, implementation, modification, or Befqre c.hsposm.g review for
redefinition of the polices, programs, services, or projects of the Department of continuing admlr.ustn_atwe
Citizen Services. Includes files on transportation, homelessness, CORE Service usefulpess a“‘_i historical value.
Agency, United Way material and program files for Disability Issues and Children Material considered of
and Youth. historical value should be
retained permanently on CD
and forwarded to MD State
. Archives (MSA).
ADMINISTRATIVE - ini isi -
1.02 D ) | A ! Corre.sp(?ndence pena}n'mg to and arising f'rom the norrpal 2 years, then destroy
and route administrative functioning of the policies, programs, services, and projects Before disposing review for
of the Department of Citizen Services. Includes incoming correspondence from other | . ... g administrative
depa’.rtfnents and ger}eral outgPing administrative cqnespondenc?, .including Office usefulness and historical value.
on Aging and material fegardmg Consumer Protection laws, Solicitor and Peddler Material considered of
files and Trespass Towing files. historical value should be
retained permanently on CD
and forwarded to MSA.
1.03 TRANSITORY - Correspondence of short-term, transitory value, including letters of | 1 year, then destroy
transmittal, thank you letters, requests for publications and routine information, both
originated and received in the Department of Citizen Services.
ORGANIZATION AND PLANNING FILES - Administrative directives; policy 3 years, then destroy
1.04 studies; formal memoranda; reports of task forces and management review Before disposing review for
committees; and similar records which document the formulation, planning, continuing administrative
enactment, implementation, modification, or redefinition of policies, programs, usefulness and historical value.
services, or projects of the Department of Citizen Services. Includes: task force Material considered of
studies originated in the Department of Citizen Services. historical value should be
retained permanently on CD
and forwarded to MSA.
PROCEDURAL FILES - Administrative announcements, routine memoranda, 2 years, t.hen c'iestroy'
1.05 Before disposing review for

continuing administrative
usefulness and historical value.
Material considered of
historical value should be
retained permanently on CD
and forwarded to MSA.

Schedule Approved by Department, Agency, or Division

Scheduled Authorized by State Archivist

Representative

Date g/o / ?(f Date
Signature

Typed Name Susan Rosenbaum Signature

Title Deputy Director, Citizen Services

DGS 550-1 (Rev 01/93)
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DEPARTMENT OF GENERAL SERVICES Schedule No.
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE Page 2 of 6

Agency HOWARD COUNTY GOVERNMENT Division/Unit Citizen Services

Item

No. Description Retention

1.06 MISCELLANEOUS WORKING FILES - Files opened to deal with issues, questions, 1 year, then destroy-
or projects not fitting indexed categories. Such files are closed when the matter has been
resolved or there has been no activity for one year. This category will include working
files maintained by each employee.

1.07 READING FILES - A convenient reference file containing copies of all written 1 year, then destroy.
documents and correspondence initiated by the Dept. of Citizen Services. These files are
maintained by month.

1.10 PUBLICATIONS - (PUBLIC) Pamphlets, reports, studies, proposals and similar One copy of each -
material printed by or for the county or the Department of Citizen Services and made PERMANENT on CD and
available for distribution to the public. This will include all brochures and pamphlets forward to MSA
initiated by Citizen Services Administration.

1.11 PUBLICATIONS (EMPLOYEE) Citizen Services newsletters, employee newsletters, One copy of each - retain for 2
internal telephone directories, organizational charts, and similar printed material for years then destroy
distribution to employees in the Department of Citizen Services.

1.14 AGENDAS - Posted agendas and notices of the meetings of appointed committees, or of | 1 Year then destroy
County boards, commissions, and advisory bodies. This includes: Commission for
Women, Disabilities Issues Commission, the Local Management Board (LMB), the
Commission on Aging and the Consumer Advisory Board.

1.15 MINUTES - Accounts of the proceedings and actions and any indexes to the minutes. Retain permanently on CD and
This includes: The Commission for Women, Disabilities Issues Commission, Local forward to MSA
Management Boa.rd (LMB), Commission on Aging and the Consumer Advisory Board.

MINUTES - SUPPORTING DOCUMENTATION - Reports, studies, requests for Before disposal, review for

1.16 action, and other documents presented to or in support of the minutes of, appointed, continuing administrative
committees, or County boards, commissions, and advisory bodies. For Citizen Services, usefulness and historical
this includes: the Commission for Women, Disabilities Issues, the Local Management value. Material relating to
Board (LMB), Commission on Aging and the Consumer Advisory Board. significant decisions and

actions should be retained
PERMANENTLY on CD
and forward to MSA.

As long as administratively

1.20 PROCLAMATIONS AND DEDICATIONS - Copies of the proclamations of County valuable. Originals are
Executive or County Council and documents relating to the dedication of County of maintained by the
County streets, buildings, monuments, and other structures or systems for the Dept. originating office.

Citizen Services. This includes dedications of buildings for the Office on Aging and
proclamations for the Commission for Women, Disabilities Issues Commission, the Local
Management Board, Commission on Aging and the Consumer Advisory Board

DGS 550-1 (Rev 01/93)




DEPARTMENT OF GENERAL SERVICES Schedule No.
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE Page 3  of 6

Agency HOWARD COUNTY GOVERNMENT Division/Unit Citizen Services

Item .

No. Description » Retention

1.24 REPORTS TO EXEC AND COUNTY COUNCIL - Annual reports submitted | PERMANENT - on CD and
to the COUNTY COUNCIL Executive from Citizen Services boards and commissions. forward to MSA.

1.25 COMPLAINTS - Complaints received by the Office of Consumer Affairs and closed 2 years in office; 5 years on
case files. CD and then destroy.

DATA PROCESSING

1.38 COMPUTER HARDWARE MAINTENANCE RECORDS - Records document | Life of the equipment, then
the service repair, and inspection of computer hardware for the computers in the destroy.
Dept. of Citizen Services.

PERSONNEL

1.41 INDIVIDUAL EMPLOYEE PERSONNEL FILES - The Department of Citizen As long as administratively
Services UNOFFICIAL personnel files which are maintained on each employee. (The valuable, then destroy..
Office of Personnel retains the official file)

1.43 CONTINGENT EMPLOYEE FILES -_ Contains records of contingent employees - As long as administratively
paid, unpaid, volunteer or intern, for whom a formal employee personnel file has not valuable, then destroy.
been established in the Office of Human Resources..

1.61 LEAVE RECORDS - Requests, reports, summaries, authorizations, schedules, and Retain one year then destroy.
similar records relating to sick, vacation, and other types of authorized leave
for Citizen Services employees.

1.71 ACCIDENT/INCIDENT REPORTS - Copies of accident reports to Citizen Services 1 year, then destroy
employees (Note: If the original of this report becomes part of a Worker's Compensation '

Claim File or a Litigation Case File, the original should be retained for the period

recommended for those files). Incident reports filed by the Office on Aging for persons

visiting Senior Centers are also included in this category. Risk Management is the

Official Office responsible to maintain these records.

PERSONNEL REQUISITIONS - Citizen Services copies of personnel requisitions 1 year, then destroy.

1.74 from divisions and offices
BUDGET
fANNIt‘AL BUDGETS - .Copy of annual COUNTY COUNCIL/depaft.ment budget 3 years in department, then

2.01 including any separate capital improvement budgets for the Dept. of Citizen Services. destroy
Budget office is the official office of record for these documents. '

2.02 BUDGET WORKING PAPERS - Records created exclusively for and used in the 3 vears in office then dest
preparation of the annual Citizen Services budget or special budgets, including y In otlice then destroy.
departmental and division budget requests, estimates of anticipated revenue, work-up
sheets, other working papers, and related correspondence and documentation for the
Department of Citizen Services.

DGS 550-1 (Rev 01/93)




DEPARTMENT OF GENERAL SERVICES

Schedule No.

receipts and copies of reimbursement or advance copies or warrants from the General
Fund for Citizen Services employees.

C-794
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE Page 4  of 6

Agency HOWARD COUNTY GOVERNMENT Division/Unit Citizen Services =

Item

No. Description Retention
FINANCIAL REPORTS

2.04 CASH RECEIPT JOURNALS - Journals, registers, or similar records of original entry [ 3 years past the end of the
detailing the cash receipts or revenues of Citizen Services, accounts, or funds. fiscal year then destroy.. '

2.05 PERIODIC FINANCIAL REPORTS - Monthly, quarterly, or semi-annual reports or As long as administratively
statements on the financial condition of the Citizen Services, accounts or funds. valuable, then destroy

i.06 STATUS REPORTS AND ANALYSIS - Reports, cost analysis, memoranda, or similar | 3 years then destroy.
records produced for internal use which examine the status or current condition of an
account or fund, or a financial budget, or audit process, function, or activity of the
Department of Citizen Services. Also includes copies of reports and records noting
telephone costs and outgoing long distance calls.

2.08 LONG RANGE FINANCIAL PLANNING REPORTS - Reports, formal memoranda, | 5 long as administratively
analysis, projections, studies, and similar records created for and used in the development valuable, then destroy.
of long range fiscal planning for the Department of Citizen Services. ’

2.10 INTERNAL AUDIT REPORTS - Copiés_of reports prepared by internal auditors on a) 2 years after all questions
either a scheduled or special basis examining and verifying the financial activities or raised by the reports have been
condition of the Department of Citizen Services, its accounts or funds. Auditor’s Office resolved:  or
is the Official Office of record for these files. b) PERI\’AANENT on CD and

forward to MSA, if any
external rather than an internal
audit is done to satisfy the
annual audit requirement.
) ) L. 2 years after all questions
211 AUDIT WORKING PAPERS - Working papers, summaries, and similar records raised by the reports have been
) created exclusively for the purpose of carrying out an internal audit for the Dept. of resolved then destroy
Citizen Services and/or its divisions. '

2.12 !Q.AILY CASH REPORTS - Daily record of cash rec‘ei‘pts and/or petty cash 4 years then destroy.. Cut off
disbursements made each day by the Department of Citizen Services. at year end

2.17 TRAVEL EXPENSE RECORDS - Documents concerning travel expenses, including

2 years then destroy

GS 550-1 (Rev 01/93)




DEPARTMENT OF GENERAL SERVICES Schedule No. C-794-
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE Page S of 6

Agency HOWARD COUNTY GOVERNMENT Division/Unit Citizen Services

Item -

No. Description Retention
GRANTS

2.18 OSAL FILES - Reports, planning Retain for S years in office
memoranda, 9orrespondence, management studies, and similar records crea-ted after submission of final
for and used in the development of grant proposals to state or federal agencies expenditure report then
for the Dept. of Citizen Services; the final proposal and any supporting destro
documentation that serves to modify the proposal as originally presented; and y:
contracts relating to the grant. .

GRANT REPORTS - Copies of financial files and performance reports Rétam f;)r 5 years ;nfoff:ce

2.19 submitted to funding agencies from the Dept. of Citizen Services. atter submission ot fina

A expenditure report then
destroy.

2.20 GRANT FINANCIAL FILES - Financial records of grant funded projects, Retain for § years in office
including copies of documentation of relevant accounting, banking, purchasing, | after submission of final
and payroll records; and other documents and working papers associated with the expenditure report then
financial administration of the grant funds or used to prepare reports or forms destroy.
required by federal or state law or regulation.

2.21 GRANT-IN-AID - Includes applications for funding, financial records, including 5 in office.
audits, work efforts, quarterly reports, general correspondence, and agreements for| < Y®ars 1n ollice, > years on
grants awarded and monitored by the Dept. of Citizen Services. CD then destroy

BOARD AND COMMISSIONS
DECISIONS AND ORDERS - Originals of directives, orders of COUNTY
3.01 g ’ PERMANENT on CD and
-] COUNCIL Boards, Commissions, Advisory Boards and the Personnel Officer for forward to MS(XI an
the Commissions and Advisory Boards under the Dept. of Citizen Services.
COMMUNICATIONS

4.04 TELEPHONE SLIPS - Reports, slips, or similar records noting outgoing long 1 year then destroy
distance telephone calls, by whom made, time made, and similar data received by
the Dept of Citizen Services from Communications. Also included are
Informationals received in the Office of Consumer Affairs.

MAINTENANCE
SPACE FILES - Reports, studies, plans, layouts, requests, authorizations, and a) Plans and layouts until

4.07 similar records relating to the allocation, utilization, release, assignment of space | Superseded, then destroy
in the Department of Citizen Services. b) Other records - 1 year

then destroy

DGS 550-1 (Rev 01/93)




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No.c-794

Page 6 of 6

Agency HOWARD COUNTY GOVERNMENT Division/Unit Citizen Services
Item
No. Description Retention

4.19
4.20

421

4.24

4.25

4.29

PURCHASING - Purchasing Office is the official office of record for these files

PURCHASE REQUISITIONS Copies of requisitions from general fund accounts
PURCHASE ORDERS- Copies of purchase orders from the general fund account.

MINOR PURCHASE ORDERS Copies of Minor Purchase Orders from the general
fund accounts.

BIDS- Bids successful and unsuccessful, with supporting documentation such as a
copy of the invitation to bid, bid sheet, addenda and amendments, and awards
initiated in the Dept. Of Citizen Services

PURCHASING CONTRACTS - Copies of Citizen Services contracts for goods,
services, or construction work between the COUNTY COUNCIL and a vendor or
contractor.

INVENTORY REPORT - PARTS AND SUPPLIES - Periodic inventory
reports of parts and supplies in the Department of Citizen Services.

Retain 2 years, then destroy

Retain 2 years, then destroy

Retain 2 years, then destroy.

Retain 2 years, then destroy

1 years after completion of

the contract, then destroy.

1 year then destroy.

DGS 550-1 (Rev 01/93)




Instructions - Type or Print a separate
form for each new or revised record
series, forward with Retention

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

PAGE Z OF ,3 2

Schedule (DGS-550-1) P.O. BOX 275
JESSUP, MARYLAND 20794

1. Department/Agency 2. Division

Citizen Services Administration

3. Unit

purpases.

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition

4. Record Series Title 1.01 Policy & Program Development .

5. Earliest Year/Latest Year

1988 to 1998

files for Disability Issues and Children’s Services.

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

Correspondence pertaining to but not limited to the formulation, planning, enactment, implementation, modification or redefinition of the policies, programs and
services or projects of the Department of Citizen Services. Includes files on transportation, homelessness, CORE Service Agency, United Way material and program

7. Record Series (Format(s) 8. Record Series Sequence

O Letter Size O Microfilm

x Legal Size

D Bound Book

O Alphabetical

0O Computer Tape O Numerical

O Floppy Disk O Chronological

9. Volume
File Drawer(s)
Microfilm Reel(s)

- 5- O Computer Tape(s)
gz . O Other (specify)
T Nurber

D Audio Tape O Video Tape O Geographical 10. Annual Accumulation
O Other (speci i xFile Drawer(s)
(specify) x Other (specify) O Microfilm Reel(s)
N 0O Computer Tape(s)
5 O Other (specify)
umber
11. File is Used 12. File Becomes Inactive After
J( Daily O Weekly O Monthly a% 0 Month(s) XYear(s)
umber

13. Current Location(s) (Bldg., Floor, Room)

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)

X o

O Yes

M, 20 Hr

15. Access Restrictions O Yes

(If Yes, cite Law(s) & Regulations)

Ko

16. Audit Requirements

XNone

0 State O Federal 8 Independent

17. 1s an Index System Used? (If Yes, explain briefly and describe any
hardware/software

O Yes XNO

18. Recommended Retention

3 years, then destroy. Before disposing review for continuing administrative
usefulness and historical value. Material considered of historical value should be
retained permanently on CD and forwarded to MD State Archieves (MSA)

19. Name and Title of Preparer

Jan M. Jewman, Administrative Assistant

20. Telephone Number
(410) 313-6407

21. Date

4/43/73”

“TU vV
f:\data\admin\files\retent - 1-01 jmj
DSG 550.4 (Rev. 1/93) '
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Instructions - Type or Print a separate
form for each new or revised record
series, forward with Retention
Schedule (DGS-550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGEgZ, OF 3 Z

1. Department/Agency

Citizen Services

2. Division

Administration

3. Unit

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition

purposes.

4. Record Series Title 1.02 Administrative

5. Earliest Year/Latest Year

1988 to 1998

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

Correspondence pertaining to and arising from the normal and routine administrative functioning of the policies, programs, services and projects of the Department of
Citizen Services. Includes incoming correspondence from other departments and general outgoing administrative correspondence, including Office on Aging and
material regarding Consumer Protection laws, Solicitor and Peddler files and Trespass Towing Files

7. Record Series (Format(s)

O Letter Size 0 Microfilm

XLegal Size

0 Bound Book
O Audio Tape

O Computer Tape
O Floppy Disk

O Video Tape

O Other (specify)

8. Record Series Sequence

O Alphabetical
O Numerical

O Chronological

O Geographical

9. Volume
,XFile Drawer(s)
O Microfilm Reel(s)
3 0 Computer Tape(s)
N O Other (specify)
Number

10. Annual Accumulation

ile Drawer(s)
0O Microfilm Reel(s)
O Computer Tape(s)
O Other (specify)

11. File is Used

12. File Becomes Inactive After

0O Daily X Weekly O Monthly 4 O Month(s) X Year(s)
umber
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?

lfbw' Z/A.J—?a@n-u

(If yes, specify agency or office)

O Yes No
15. Access Restrictions O Yes XNO 16. Audit Requirements
(If Yes, cite Law(s) & Regulations)
None 0 State 0O Federal O Independent
17. Is an Index System Used? (If Yes, explain briefly and describe any 18. Recommended Retention

hardware/software

0O Yes 0

2 years, then destroy. Before disposing review for continuing administrative
usefulness and historical value. Material considered of historical value should be
retained permanently on CD and forward to MSA.

19. Name and Title of Preparer

Jan M. Jewby-Horan, Administrative Assistant

20. Telephone Number
(410) 313-6407

21. Date

b/23/7%

f:\data\admin\files\retent - 1-02 jmj
DSG 550.4 (Rev. 1/93)
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Instructions - Type or Print a separate
form for each new or revised record
series, forward with Retention
Schedule (DGS-550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE E OF‘g 2

1. Department/Agency

Citizen Services

2. Division

Administration

3. Unit

purposes.

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition

4. Record Series Title 1.03 Transitory

5. Earliest Year/Latest Year

1988 to 1998

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

Correspondence of short-term, transitory value, including letters of transmittal, thank you letters, requests for publications and routine information, both originated
and received in the Department of Citizen Services.

7. Record Series (Format(s)

0O Letter Size

XLegal Size

O Bound Book

O Microfilm

0O Computer Tape
a Floppy Disk

O Audio Tape O Video Tape

D Other (specify)

8. Record Series Sequence

O Alphabetical
O Numerical

O Chronological
0O Geographical
0O Othgr (specify)

9. Volume
X File Drawer(s)
O Microfilm Reel(s)
J’ O Computer Tape(s)
1 A0 0 Other (specify)
Number

10. Annual Accumulation

xFile Drawer(s)
Microfilm Reel(s)
D Computer Tape(s)
O Other (specify)
mber

11. File is Used

0O Daily

x Weekly

O Monthly

12. File Becomes Inactive After

umber

O Month(s)

XYear(s)

13. " Current Location(s)

(Bldg., Floor, Room)

, Inst Felor

O Yes

X o

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)

15. Access Restrictions
(If Yes, cite Law(s) & Regulations)

O Yes

ﬂﬂo 16. Audit Requirements

one 0 State

0O Federal 0 Independent

17. Is an Index System Used? (If Yes, explain briefly and describe any

hardware/software

O Yes f{lo

18. Recommended Retention

1 year then destroy.

19. Name and Title of Preparer

Jan M. Jewby-Horan, Administrative Assistant

20. Telephone Number
(410) 313-6407

21. Date

y; /43/7?

f\data\admin\files\retent - 1-03.jmj
DSG 550.4 (Rev. 1/93)
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Instructions - Type or Print a separate
form for each new or revised record
series, forward with Retention
Schedule (DGS-550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE _(L oF 37

1. Department/Agency 2. Division

Citizen Services Administration

3. Unit

purposes.

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition

4. Record Series Title 1.04 Organization and Planning Files

5. Earliest Year/Latest Year

1988 to 1998

Includes: task force studies originated in the Dept. of Citizen Services

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

Administrative directives; policy studies; formal memoranda; reports of task forces and management review committees; and similar records which document the
formulation, planning, enactment, implementation, modiciation, or redefinition of policies, programs, services, or projects of the Dept. of Citizen Services.

7. Record Series (Format(s) 8. Record Series Sequence

O Letter Size 0 Microfilm

ﬁegal Size

O Bound Book

O Alphabetical

O Computer Tape O Numerical

O Floppy Disk O Chronological

0O Audio Tape 0O Video Tape

O Geographical

9. Volume

Num:\)er

File Drawer(s)
O'Microfilm Reel(s)
0O Computer Tape(s)
O Other (specify)

10. Annual Accumulation

o i : File Drawer(s)
Other (specify) O Other pemfy? Microfilm Reel(s)
a3 Computer Tape(s)
Fg O Other (specify)
umber
11. File is Used 12. File Becomes Inactive After

O Weekly O Monthly

x Daily

\ Jj . 0 Month Y
2 onth(s) X ear(s)

13. Current Location(s) (Bldg., Floor, Room)

ey W?&ZHD

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)

O Yes X No

15. Access Restrictions O Yes

(If Yes, cite Law(s) & Regulations)

)(No

16. Audit Requirements

XNone

O State 0 Federal O Independent

17. Is an Index System Used? (If Yes, explain briefly and describe any
hardware/software

O Yes No

18. Recommended Retention

3 years, then destroy. Before disposing review for continuing administrative
usefulness and historical value. Material considered of historical value should be
retained permanently on CD and forwarded to MSA..

19. Name and Title of Preparer 20. Telephone Number

Jan M. Jewby-Horan, Administrative Assistant (410) 313-6407

f\data\admin\files\retent - 1-04 jmj
DSG 550.4 (Rev. 1/93)
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Instructions - Type or Print a separate
form for each new or revised record
series, forward with Retention

Schedule (DGS-550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD
P.0. BOX 275
JESSUP, MARYLAND 20794

PAGE J oF 37

1. Department/Agency

Citizen Services

2. Division

Administration

3. Unit

purposes.

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition

4. Record Series Title 1.05 Procedural Files

5. Earliest Year/Latest Year

1988 to 1998

countywide, concerning general administrative

and office procedures for the Department of Citizen Services.

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

Administrative announcements, rountine memoranda, statements, reports, and other records of any department/agency/program; or similar records distributed

7. Record Series (Format(s)

O Letter Size 0O Microfilm

%egal Size

0 Bound Book

0O Computer Tape

O Floppy Disk

8. Record Series Sequence

O Alphabetical

O Numerical

9. Volume

25
Number

gFile Drawer(s)

Microfilm Reel(s)
0O Computer Tape(s)
0 Other (specify)

O Chronological

O Audio Tape O Video Tape O Geographical 10. Annual Accumulation
O Other (speci . ﬁile Drawer(s)
(specify) O Oth (spem{y) O'Microfilm Reel(s)
0O Computer Tape(s)
[ Q Other (specify)
Number
11. File is Used 12. File Becomes Inactive After ~
O Daily a] eekly O Monthly @ O Month(s) X Year(s)
umber
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?

\/ZC&/MI@, 2l Then

O Yes

X

(If yes, specify agency or office)

15. Access Restrictions O Yes XNO 16. Audit Requirements
(If Yes, cite Law(s) & Regulations)
None O State O Federal O Independent
17. Is an Index System Used? (If Yes, explain briefly and describe any 18. Recommended Retention

hardware/software

D Yes XNO

usefulness and historical value.

2 years, then destroy. Before disposing, review for continuing administrative

aterial considered of historical value should be

retained permanently on CD and forwarded to MSA..

19. Name and Title of Preparer

Jan M. Jewby-Horan, Administrative Assistant

20. Telephone Number
(410) 313-6407

21. Date

Nat/kld

f\data\admin\files\retent - 1-05.jmj
DSG 550.4 (Rev. 1/93)
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Instructions - Type or Print a separate
form for each new or revised record
series, forward with Retention
Schedute (DGS-550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE_(y OF .3 2

1. Department/Agency

Citizen Services

2. Division

Administration

3. Unit

purposes.

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition

4. Record Series Title 1.06 Miscellaneous Working Files

5. Earliest Year/Latest Year

1988 to 1998

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

Files opened to deal with issues, questions, or projects not fitting indexed categories. Such files are closed when the matter has been resolved or there has been no
activity for one year. This category includes working files maintained by each employee.

7. Record Series (Format(s)

O Letter Size 0O Microfilm
Legal Size 0O Computer Tape

O Bound Book O Floppy Disk

O Audio Tape O Video Tape

8. Record Series Sequence

O Alphabetical
O Numerical
0O Chronological

O Geographical

9. Volume
ﬁ ile Drawer(s)
O Microfilm Reel(s)
0 Computer Tape(s)

g m a Other (specify)
umber

10. Annual Accumulation

D Oth i : ‘gﬁle Drawer(s)
er (specify) O Otheglspesify) Microfilm Reel(s)
D Computer Tape(s)
O Other (specify)
mber
11. File is Used - 12. File Becomes Inactive After
O Daily X Weekly O Monthly / O Month(s) )(Year(s)
umber
13. Current Logation(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?

(If yes, specify agency or office)

p 2/)\4{ ?‘(,ZITL; . OYes XNO

hardware/soﬁware

O Yes XNO

1 year then destroy

v ] . .
15. Access Restrictions O Yes No 16. Audit Requirements
(If Yes, cite Law(s) & Regulations)
None O State O Federal 0 Independent
17. Is an Index System Used? (If Yes, explain briefly and describe any 18. Recommended Retention

19. Name and Title of Preparer

Jan M. Jewby-Horan, Administrative Assistant

(410) 313-6407

20. Telephone Number 21.

f\data\admin\files\retent - 1-06 jmj
DSG 550.4 (Rev. 1/93)



file://f:/data/admin/files/retent

Instructions - Type or Print a separate
form for each new or revised record
series, forward with Retention
Schedule (DGS-550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE 2 OF ‘é 2

1. Department/Agency

Citizen Services

2. Division

Administration

3. Unit

purposes.

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition

4. Record Series Title 1.07 Reading Files

5. Earliest Year/Latest Year

1988 to_1998

month, chronologically..

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

A convenient reference file containing copies of all written documents and correspondence initiated by th Dept. of Citizen Services. These files are maintained by

7. Record Series (Format(s)

O Letter Size

)(Legal Size

0 Bound Book

O Microfilm
0O Computer Tape

O Floppy Disk

8. Record Series Sequence

O Alphabetical

0O Numerical

% Chronological

9. Volume
O File Drawer(s)
DO Microfilm Reel(s)
/ O Computer Tape(s)
0 Other (specify)
Number

O Audio Tape O Video Tape DO Geographical 10. Annual Accumulation
0 Other (speci i gFile Drawer(s)
(specify) O Other (specify) Microfilm Reel(s)
/ D Computer Tape(s)
O Other (specify)
Number
11. File is Used ) 12. File Becomes Inactive After
Daily 0O  Weekly O Monthly é D Month(s) X Year(s)
Number

13. Curret Location(s)

(Bldg., Floor, Room)

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)

. At Pl

O Yes

X

15. Access Restrictions
(If Yes, cite Law(s) & Regulations)

D Yes

Ko

16. Audit Requirements

Ko

O State O Federal O Independent

17. Is an Index System Used? (If Yes, explain briefly and describe any
hardware/software

ﬁYes O No
Soad - frrnatigecat

18. Recommended Retention

1 year then destroy

19. Name and Title of Preparer 20. Telephone Number

Jan M. Jewby-Horan, Administrative Assistant (410) 313-6407

21. Date

f\data\admin\files\retent - 1-07.jmj
DSG 550.4 (Rev. 1/93)



file://f:/data/admin/files/retent

Instructions - Type or Print a separate
form for each new or revised record
series, forward with Retention
Schedule (DGS-550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O0. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE_F _ or3 ]

1. Department/Agency 2. Division

Citizen Services Administration

3. Unit

purposes.

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference

as well as retention and disposition

4. Record Series Title 1.10 Publications

5. Earliest Year/Latest Year

1988 to_1998

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

.Pamphlets, reports, studies, proposals and similar material printed by or for the ocunty or the Department of Citizen Services and made available for distribution to
the public. This will inlcude all brochures and pamphlets initiated by the Department of Citizen Services.

7. Record Series (Format(s) 8. Record Series Sequence 9. Volume
%File Drawer(s)
. . Microfilm Reel(s
O Letter Size O Microfilm O Alphabetical s’ 0 Computer Tape((s;
. " o .
XLegal Size O Computer Tape O Numerical 'N%W Other (specify)
O Bound Book O Floppy Disk O Chronological
0 Audio Tape DO Video Tape O Geographical 10. Annual Accumulation
O Other (speci : File Drawer(s)
T (specify) O Otherfspesify) O Microfilm Reel(s)
O Computer Tape(s)
¢ 4 s O Other (specify)
umber
11. File is Used 12. File Becomes Inactive After W %
0 Daily 0O  Weekly XMonmly 0O Month(s) O Year(s)
Number -

13. Cugrent Location(s) (Bldg., Floor, Room)

. s Pl

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)

O Yes X No

15. Access Restrictions

O Yes
(If Yes, cite Law(s) & Regulations)

%

16. Audit Requirements

XNone

O State Q Federal O Independent

17. Is an Index System Used? (If Yes, explain briefly and describe any
hardware/software

O Yes XNO

18. Recommended Retention

One copy each - permanent on CD and forward to MSA.

19. Name and Title of Preparer 20. Telephone Number

Jan M. Jewby-Horan, Administrative Assistant (410) 313-6407

21. Date

1/;7.5/ 97

f:\data\admin\files\retent - 1-10jmj
DSG 550.4 (Rev. 1/93)



file://f:/data/admin/files/retent

Instructions - Type or Print a separate
form for each new or revised record

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

series, forward with Retention 7275 WATERLOO ROAD
Schedule (DGS-550-1) P.O. BOX 275 PAGE Ei OF 5 z
JESSUP, MARYLAND 20794

1. Department/Agency 2. Division

Citizen Services Administration

3. Unit

purposes.

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition

4. Record Series Title 1.11 Publication (Employee)

5. Earliest Year/Latest Year

1988 t0 1998

the Dept. of Citizen Services.

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

Citizen Services newsletters, employee newsletters, internal telephone directories, organizational charts, and similar printed material for distribution to employees in

7. Record Series (Format(s) 8. Record Series Sequence

O Letter Size

y\Legal Size

0 Microfilm O Alphabetical

O Computer Tape D Numerical

9. Volume

‘KFile Drawer(s)

Microfilm Reel(s)
O Computer Tape(s)
0 Other (specify)

0O Bound Book O Floppy Disk O Chronological
O Audio Tape O Video Tape D Geographical 10. Annual Accumulation
O Oth : . K:ile Drawer(s)
er (specify) O Othyr (spg lfy) Microfilm Reel(s)
Q Computer Tape(s)
. 0 Other (specify)
er
11. File is Used 12. File Becomes Inactive After
O Daily O Weekly X Monthly O Month(s) X Year(s)

umber

13. Current Location(s) (Bldg., Floor, Room)

Atk :Zirrv

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)

YNO

0 Yes

15. Access Restrictions O Yes )(Rlo
(If Yes, cite Law(s) & Regulations)

16. Audit Requirements

D State O Federal O Independent

17. Is an Index System Used? (If Yes, explain briefly and describe any
hardware/software

O Yes No

18. Recommended Retention

One copy each - retain for 2 years then destroy.

19. Name and Title of Preparer 20. Telephone Number

Jan M. Jewby-Horan, Administrative Assistant (410) 313-6407

21. Date

)a375

f\data\admin\files\retent - 1-11.jmj
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file://f:/data/admin/files/retent

Instructions - Type or Print a separate
form for each new or revised record
series, forward with Retention
Schedule (DGS-550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE /0 OFdi 2

1. Department/Agency

Citizen Services

2. Division

Administration

3. Unit

purposes.

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition

4. Record Series Title 1.14 Agendas

5. Earliest Year/Latest Year

1988 to 1998

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

Posted agendas and notices of meetings of appointed committees, or of County boards, commissions and advisory bodies. This includes the Commission for Women,
Disabilities Issues Commission, the Local Children’s Board, the Commission on Aging and the Consumer Advisory Board.

7. Record Series (Format(s)

0O Letter Size

x,egal Size

0 Microfilm

a Computer Tape

8. Record Series Sequence

O Alphabetical

D Numerical

9. Volume

/
ld um:;er

me Drawer(s)
icrofilm Reel(s)
O Computer Tape(s)
O Other (specify)

O Bound Bock D Floppy Disk O Chronological
O Audio Tape O Video Tape O Geographical 10. Annual Accumulation
d Oth : . %viile Drawer(s)
er (specify) O Otheg (spe lfi’) D Microfilm Reel(s)
0O Computer Tape(s)
) !g Q O Other (specify)
Number
11. File is Used 12. File Becomes Inactive After
O Daily O Weekly XMonthly 0O Month(s) XYear(s)

Number

13. Currenfylocation(s) (Bldg., Floor,

wty, AL b

Room)

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)

O Yes No
15. Access Restrictions O Yes .N\lo 16. Audit Requirements
(If Yes, cite Law(s) & Regulations)
XNone O State 0 Federal O Independent

17. Is an Index System Used? (If Yes, explain briefly and describe any

hardware/software

DO Yes No

1 year then destroy..

18. Recommended Retention

19. Name and Title of Preparer

Jan M. Jewby-Horan, Administrative Assistant

20. Telephone Number
(410) 313-6407

21. Date

6 /;23/ 78

f\data\admin\files\retent - 1-14 jmj
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file://f:/data/admin/files/retent

Instructions - Type or Print a separate
form for each new or revised record
series, forward with Retention
Schedule (DGS-550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

PAGE ll OF ,5 2

1. Department/Agency

Citizen Services

7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794
2. Division
Administration

3. Unit

purposes.

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition

4. Record Series Title 1.15 Minutes

5. Earliest Year/Latest Year

1988 to 1998

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

Accounts of the proceedings and actions and any indexes to the minutes. This includes the Commission for Women, Disabilities Issues Commission, the Local
Children’s Board, Commission on Aging and the Consumer Advisory Board.

7. Record Series (Format(s)

O Letter Size O Microfilm
XLegal Size O Computer Tape

O Bound Book O Floppy Disk

O Audio Tape O Video Tape

8. Record Series Sequence

O Alphabetical
O Numerical
O Chronological

O Geographical

9. Volume
&ile Drawer(s)
Microfilm Reel(s)

/ O Computer Tape(s)
: O Other (specify)
Number

10.- Annual Accumulation

O Other (speci ; Mile Drawer(s)
(specify) X Other {spec ,) O Microfilm Reel(s)
/ O Computer Tape(s)
O Other (specify)
Number
11. File is Used 12. File Becomes Inactive After
O Daily X Wéekly O Monthly i % 2 O Month(s) XYear(s)
umber
13. Currept Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)
¢ 2 M M/ O Yes g No
15. Access Restrictions O Yes ){No 16. Audit Requirements
(If Yes, cite Law(s) & Regulations)
KNone O State 0O Federal O Independent

hardware/software

O Yes [}

17. Is an Index System Used? (If Yes, explain briefly and describe any

3 years then destroy.

18. Recommended Retention

19. Name and Title of Preparer

Jan M. Jewby-Horan, Administrative Assistant

20. Telephone Number
(410) 313-6407

21. Date

b/2%/ 78

f:\data\admin\files\retent - 1-15 jmj
DSG 550.4 (Rev. 1/93)



file://f:/data/admin/files/retent

Instructions - Type or Print a separate
form for each new or revised record
series, forward with Retention
Schedule (DGS-550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE la OF 3 2

1. Department/Agency 2. Division

Citizen Services Administration

3. Unit

purposes.

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition

4. Record Series Title 1.16 Minutes - Supportingt Documentaiton

5. Earliest Year/Latest Year

1988 to 1998

and the Consumer Advisory Board.

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

Reports, studies, requests for action and other documents presented to or in support of the minutes of, appointed committes, or County Board, Commisisons, and
advisory bodies. For Citizen Services, this includes: The Commission for Women, Disabilities Issues Commission, Local Management Board, Commission on Aging

7. Record Series (Format(s) 8. Record Series Sequence

O Letter Size

XLegal Size

O Microfilm O Alphabetical

0 Computer Tape O Numerical

9. Volume
%Filc Drawer(s)
Microfilm Reel(s)
0 Computer Tape(s)
O Other (specify)
unfber

O Bound Book O Floppy Disk O Chronological

O Audio Tape O Video Tape O Geographical 10. Annual Accumulation

o i . \ % File Drawer(s)

Other (specify) x Other (specn‘fy) Microfilm Reel(s)
O Computer Tape(s)
O Other (specify)
umboer
11. File is Used 12. File Becomes Inactive After
O Daily O Weekly x Monthly N i O Month(s) XYear(s)
Number

13. Current Location(s) (Bldg., Floor, Room)

, Aot Pl

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)

X

O Yes

15. Access Restrictions D Yes

(If Yes, cite Law(s) & Regulations)

Mo

16. Audit Requirements

XNone

O State O Federal O Independent

17. Is an Index System Used? (If Yes, explain briefly and describe any
hardware/software

O Yes N)

18. Recommended Retention

3 years then destroy. Before disgjl)sal, review for continuing administrative
usefulness and historical value. Material relating to significant decisions and
actions should be retained permanently on CD and forwarded to MSA.

19. Name and Title of Preparer 20. Telephone Number

Jan M, Jewby-Horan, Administrative Assistant (410) 313-6407

21. Date

é/zy 79

fA\data\admin\filesretent - 1-16,jmj
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file://f:/data/admin/files/retent

Instructions - Type or Print a separate
form for each new or revised record
series, forward with Retention
Schedule (DGS-550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE [’,3 OF 5 7

1. Department/Agency

Citizen Services

2. Division

Administration

3. Unit

purposes.

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition

4. Record Series Title 1. 20 Proclamations and Dedications

5. Earliest Year/Latest Year

1988 t0 1998

COPIES of proclamations from the County Executive’s Office and/or the County Council.
streets, buildings, monuments and other structures for the Dept. of Citizen Services and proclamatlons for the Commission for Women, Local Managment Board,
Disabilities Issues, Commission on Aging and the Consumer Advisory Board.

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

This would include copies of documents relating to dedication of

Number

7. Record Series (Format(s) 8. Record Series Sequence 9. Volume
Eile Drawer(s)
i f Microfilm Reel(s
O Letter Size O Microfilm O Alphabetical O Computer Tape((sg
i : 0 Other (specity)
a
Xchal Size Computer Tape O Numerical _ﬁmén%
O Bound Book 0O Floppy Disk O Chronological
O Audio Tape O Video Tape O Geographical 10. Annual Accumulation
a Oth . . File Drawer(s)
er (specify) O Other speclfy) D Microfilm Reel(s)
0O Computer Tape(s)
4 0 O Other (specify)
umber
11. File is Used 12. File Becomes Inactive After :
O Daily O Weekly x Monthly O Month(s) O Year(s)

13. Current Location(s)

(Bldg., Floor, Room)

At Elre

Yes

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)

O No

15. Access Restrictions D

(If Yes, cite Law(s) & Regulations)

Yes

X .
%Nonc

16. Audit Requirements

O State 0O Federal O Independent

hardware/software

D Yes No

17. Is an Index System Used? (If Yes, explain briefly and describe any

office.

18. Recommended Retention

As long as administratively valuable. Orginals are maintained by the originating

19. Name and Title of Preparer

Jan M. Jewby-Horan, Administrative Assistant

20. Telephone Number
(410) 313-6407

21. Date

é/awf

f\data\admin\files\retent - 1-20 jmj
DSG 550.4 (Rev. 1/93)



file://f:/data/admin/files/retent

Instructions - Type or Print a separate
form for each new or revised record
series, forward with Retention
Schedule (DGS-550-1)

DEPARTMENT OF GENERAL SERVICES
- RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE lg OF 32

1. Department/Agency

Citizen Services

2. Division

Administration

3. Unit

purposes.

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition

4. Record Series Title 1. 24 Reports to the County Executive and County Council

5. Earliest Year/Latest Year

1988 to0 1998

Annual reports submitted to the County Executive from the Citizen Services boards and commissions.

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

7. Record Series (Format(s)

‘0O Letter Size 0O Microfilm

XLegal Size

O Computer Tape

8. Record Series Sequence

O Alphabetical

O Numerical

9. Volume
ile Drawer(s)
O Microfilm Reel(s)
0 O Computer Tape(s)
[ / 0O Other (specify)

Number

O Bound Book O Floppy Disk 0O Chronological
O Audio Tape O Video Tape O Geographical 10. Annual Accumulation
0 Oth Ci ; %}i{le Drawer(s)

er (specify) a Oth (specn‘fy) B Microfilm Reel(s)

0 O Computer Tape(s)
/ 0O Other (specify)
I{IumBer
11. File is Used 7% 12. File Becomes Inactive After W
O Daily O Weekly gMonthly 0 Month(s) O Year(s)

Number

13. Current Location(s)

' (Bldg., Floor, Room)

, Al Fhrre

O Yes

14. 1s Record Series Duplicated Elsewhere?
(If yes, specify agency or office)

X o

15. Access Restrictions o
(If Yes, cite Law(s) & Regulations)

Yes

XNO
X\Jonc

16. Audit Requirements

O State

0 Federal O Independent

17. Is an Index System Used? (If Yes, explain briefly and describe any

hardware/software

O Yes ﬁo

18. Recommended Retention

Permanent on CD and forward to MSA.

19. Name and Title of Preparer

Jan M. Jewby-Horan, Administrative Assistant

20. Telephone Number
(410) 313-6407

21. Date

/2375

f\data\admin\files\retent - 1-24 jmj
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file://f:/data/admin/files/retent

Instructions - Type or Print a separate
form for each new or revised record
series, forward with Retention
Schedule (DGS-550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE /S " or 37

1. Department/Agehcy 2. Division

Citizen Services Administration

3. Unit

purposes.

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition

4. Record Series Title 1.38 - Computer Hardware Maintenance Records

5. Earliest Year/Latest Year

1988 to 1998

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

Records that document the service, repair, and inspection of computer hardware for the computers in the Dept. of Citizen Services..

7. Record Series (Format(s) 8. Record Series Sequence

Q Letter Size

Xchal Size

Q Microfilm O Alphabetical

00 Computer Tape O Numerical

9. Volume
O File Drawer(s)
0O Microfilm Reel(s)
0 Computer Tape(s)
O Other (specify)
Number

One 2ile

O Bound Book ' O Floppy Disk 0O Chronological
D Audio Tape O Video Tape O Geographical 10. Annual Accumulation
O Other (speci . O File Drawer(s)
(specify) O Other (specify) O Microfilm Reel(s)
0O Computer Tape(s)
Other (specify)
Number 5 ;
11. File is Used 12. File Becomes Inactive After —=
0O Daily O  Weekly O Monthly 0 Month(s) Q Year(s)

Number

13. Curren Location(s) (Bldg., Floor, Room)

Aad Ehm

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)

O Yes 0O No

15. Access Restrictions
(If Yes, cite Law(s) & Regulations)

O Yes

X

16. Audit Requirements

A None

O State O Federal O Independent

17. Is an Index System Used? (If Yes, explain briefly and describe any
hardware/software

O Yes No

18. Recommended Retention

Life of equipment, then destroy.

19. Name and Title of Preparer 20. Telephone Number

Jan M. Jewby-Horan, Administrative Assistant (410) 313-6407

21. Date

- 4/23Y58

f\data\admin\files\retent - 1-38.jmj
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file://f:/data/admin/files/retent

Instructions - Type or Print a separate
form for each new or revised record
series, forward with Retention
Schedule (DGS-550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD
P.0. BOX 275
JESSUP, MARYLAND 20794

PAGE z(l OF‘iz

1. Department/Agency

Citizen Services

2. Division 3. Unit

Administration

purposes.

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition

4. Record Series Title 1.41- Individual Employee Personel Files

S. Earliest Year/Latest Year

1988 to 1998

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

Records that document the service, repair, and inspection of computer hardware for the computers in the Dept. of Citizen Services..

7. Record Series (Format(s) 8. Record Series Sequence 9. Volume
XFile Drawer(s)
; H Microfilm Reel(s
O Letter Size O Microfilm x Alphabetical o Compulter Tape((s;
. a . \; 0 Other (specify)
XLegal Sl‘ZC Computer Tape D Numerical —Number —
O Bound Book O Floppy Disk O Chronological
O Audio Tape O Video Tape O Geographical 10. Annual Accumulation
0 Other (speci : File Drawer(s)
(specify) B Other (specify) Microfilm Reel(s)
~ O Computer Tape(s)
. #‘ éi O Other (specify)
umber
11. File is Used 12. File Becomes Inactive After M,(ﬂ? MW
y Daily 0O  Weekly O Monthly 0O Month(s) 0 Year(s)
Number )

13. Current Location(s)

(Bldg., Floor, Room)

AAA L

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)

XYes

O No

Poeanrftessiens

<

15. Access Restrictions
(If Yes, cite Law(s) & Regulations)

»

X Yes

O No 16. Audit Requirements

& None

O State

0 Federal

O Independent

17. Is an Index System Used? (If Yes, explain briefly and describe any

hardware/software

O Yes x\lo

18. Recommended Retention

As long as administratively valuable.

19. Name and Title of Preparer

Jan M. Jewby-Horan, Administrative Assistant

20. Telephone Number
(410) 313-6407

21. Date

J/&&/ﬁ’f

f\data\admin\files\retent - 1.41.jmj
DSG 550.4 (Rev. 1/93)



file://f:/data/admin/files/retent

Instructions - Type or Print a separate
form for each new or revised record
series, forward with Retention
Schedule (DGS-550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE lz OF§Z

1. Department/Agency 2. Division

Citizen Services Administration

3. Unit

purposes.

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition

4. Record Series Title 1.43- Temporary Employee Files

5. Earliest Year/Latest Year

1988 to 1998

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

Contains records of temporary employees - paid, unpaid, volunteer or intern for whom a formal employee personnel file has not been created.

7. Record Series (Format(s) 8. Record Series Sequence 9. Volume
0 File Drawer(s)
. . a Microfilm Reel(s
O Letter Size O Microfilm \X Alphabetical D Computer Tape((s))
. D H
ﬂegal Size 0O Computer Tape O Numerical e Ot.er (specify)
O Bound Book O Floppy Disk O Chronological / /
a Audio Tape O Video Tape O Geographical 10. Annual Accumulation
0 Oth ; . O File Drawer(s)
Other (specify) O Other (specify) O Microfilm Reel(s)
0O Computer Tape(s)
Other (specify)
Number
11. File is Used 12. File Becomes Inactive After ,/07
O Daily O Weekly DX)nthly O Month(s) a Year(s)
Number

13. Current Location(s) (Bldg., Floor, Room)

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)

Xlo

O Yes

15. Access Restrictions

(If Yes, cite Law(s) & Regulatlof)

O No

16. Audit Requirements

None O State O Federal O Independent

17. Is an Index System Used? (( f Yes, explain briefly and describe any
hardware/software

O Yes No

18. Recommended Retention

As long as administratively valuable.

19. Name and Title of Preparer 20. Telephone Number

Jan M. Jewby-Horan, Administrative Assistant (410) 313-6407

21. Date

f:\data\admin\files\retent - 1.43 jmj
DSG 550.4 (Rev. 1/93)



file://f:/data/admin/files/retent

Instructions - Type or Print a separate
form for each new or revised record
series, forward with Retention
Schedule (DGS-550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE lé OF 22

1. Department/Agency

Citizen Services

2. Division

Administration

3. Unit

purposes.

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition

4. Record Series Title 1.44 Employment Files

5. Earliest Year/Latest Year

1988 to_1998

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

Copies of eligibility lists and selection letters for prospective and selected candidates in the Dept. of Citizen Services.

Number

7. Record Series (Format(s) -8. Record Series Sequence 9. Volume
’ 0 File Drawer(s)
i i O Microfilm Reel(s
O Letter Size 0 Microfilm O Alphabetical 8 Computer Tapegs;
. U H
Xegal Size 0 Computer Tape O Numerical —Number— J 'ther (specify)
D Bound Book O Floppy Disk O Chronological
O Audio Tape 0 Video Tape O Geographical 10. Annual Accumulation
0 Oth i : D File Drawer(s)
er (specify) B Other (spefify) O Microfilm Reel(s)
O Computer Tape(s)
b o? r (specify)
Number
11. File is Used M M 12, File Becomes Inactive After
0O Daily O  Weekly 0O Monthly O Month(s)

‘xqear(s)

13. Currentd.ocation(s)

(Bldg., Floor, Roo ,
Wty At )7@2

Yes

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)

O No

15. Access Restrictions

(If Yes, cite Law(s) & Regulations) : X

Yes O No

KNone

16. Audit Requirements

O State

D Federal O Independent

hardware/software

O Yes No

17. Is an Index System Used? (If Ye!: explain briefly and describe any

18. Recommended Retention

As long as administratively valuable.

19. Name and Title of Preparer

Jan M. Jewby-Horan, Administrative Assistant

20. Telephone Number
(410) 313-6407

21. Date

f\data\admin\files\retent - 1.44 jmj
DSG 550.4 (Rev. 1/93)



file://f:/data/admin/files/retent

Instructions - Type or Print a separate
form for each new or revised record
series, forward with Retention
Schedule (DGS-550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O0. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE li OF 3 2

1. Department/Agency 2. Division

Citizen Services Administration

3. Unit

purposes.

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition

4. Record Series Title 1.61 Leave Records

5. Earliest Year/Latest Year

1988 to 1998

employees.

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

Requests, reports, summaries, authorizations, schedules and similar records relating to sick, vacation and other types of authorized leave for Citizen Services

7. Record Series (Format(s) 8. Record Series Sequence

0 Letter Size O Microfilm

chgal Size

O Alphabetical

0 Computer Tape O Numerical

9. Volume
X File Drawer(s)
O Microfilm Reel(s)
/ 0O Computer Tape(s)
Q Other (specify)
Number

O Bound Book O Floppy Disk x Chronological
O Audio Tape O Video Tape O Geographical 10. Annual Accumulation
O Oth . . File Drawer(s)

er (specify) O Other (specify) Microfilm Reel(s)

/ O Computer Tape(s)
O Other (specify)
Number
11. File is Used 12. File Becomes Inactive After
O Daily O Weekly XMomhly OMonth(s) XYear(s)

umber

13. Current Location(s) (Bldg., Floor, Room)
VQ’Z«,@M . At ?‘Jirrv

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)

XYes

O No

15. Access Restrictions O Yes

(If Yes, cite Law(s) & Regulations)

)(No

16. Audit Requirements

XNone

O State 0 Federal 0O Independent

17. Is an Index System Used? (If Yes, explain briefly and describe any
hardware/software

O Yes Nﬂo

18. Recommended Retention

As long as administratively valuable.

19. Name and Title of Preparer . 20. Telephone Number

Jan M. Jewby-Horan, Administrative Assistant (410) 313-6407

21. Date

b/

f:\data\admin\files\retent - 1.61 jmj
DSG 550.4 (Rev. 1/93)



file://f:/data/admin/files/retent

Instructions - Type or Print a separate
form for each new or revised record
series, forward with Retention
Schedule (DGS-550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

PAGEQZ) OF3

1. Department/Agency

Citizen Services

7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794
2. Division
Administration

3. Unit

purposes.

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition

4. Record Series Title 1.71 Accident/Incident Reports

5. Earliest Year/Latest Year

1988 101998

COPIES of accident reports involving county and non-county employees.

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

7. Record Series (Format(s)

0 Letter Size 0 Microfilm

xdegal Size

O Bound Book

O Computer Tape

O Floppy Disk

8. Record Series Sequence

O Alphabetical
0 Numerical

O Chronological

9. Volume
0O File Drawer(s)
O Microfilm Reel(s)
O Computer Tape(s)
O Other (specify)

_blu_mﬁgiz)

[ 4
10. Annual Accumulation

O Audio Tape O Video Tape O Geographical
O Oth eci . 0O File Drawer(s)
er (specify) O Othgj (specify) O Microfilm Reel(s)
y 0 Computer Tape(s)
a Other (specify)
Number
11. File is Used aa) M 12. File Becomes Inactive After
O Daily O Weekly aQ Monthly l Q Month(s) XYcar(s)
Number

13. Current Location(s)

(Bldg., Floor, Room)

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)

KYes

O No

16. Audit Requirements

15. Access Restrictions O Yes N\Jo
(If Yes, cite Law(s) & Regulations)
None 0 State 0O Federal O Independent
17. Is an Index System Used? (If Yes, explain briefly and describe any 18. Recommended Retention

hardware/software

O Yes )(No

1 year then destroy.

19. Name and Title of Preparer

Jan M. Jewby-Horan, Administrative Assistant

20. Telephone Number
(410) 313-6407

21. Date

46/ 2/7¢

f\data\admin\files\retent - 1.71 jmj
DSG 550.4 (Rev. 1/93)



file://f:/data/admin/files/retent

Instructions - Type or Print a separate
form for each new or revised record
series, forward with Retention
Schedule (DGS-550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE &l OF ,2 2

1. Department/Agency

Citizen Services

2. Division

Administration

3. Unit

purposes.

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition

4. Record Series Title 1.74 Personnel Requisitions

5. Earliest Year/Latest Year

1988 to 1998

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

COPIES of Personnel Requisitions sent to the Office of Human Resources (Personnel)

7. Record Series (Format(s)

0O Letter Size

ﬂc‘gal Size

D Bound Book

0O Microfilm
O Computer Tape

O Floppy Disk

8. Record Series Sequence

O Alphabetical
O Numerical

O Chronological

9. Volume
O File Drawer(s)
. O Microfilm Reel(s)
0O Computer Tape(s)
Q Other (specify)
Number / *

10. Annual Accv.élulation

0O Audio Tape O Video Tape O Geographical

© Other (specfy) 0 Othejpegify © Microfim Retl(9)
! Q Computer Tape(s)

Other (specify)
Number / m
£
11. File is Used M W 12. File Becomes Inactive After
O Daily O Weekly O Monthly O Month(s) XYear(s)

Number

13. Current Location(s)

(Bldg., Floor, Room)

5 At e

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)

Yes O No

15. Access Restrictions

O Yes

16. Audit Requirements

(If Yes, cite Law(s) & Regulations)

O State

0O Federal

0O Independent

hardware/software

O Yes 6]

17. Is an Index System Used? (If Yes, explain briefly and describe any

18. Recommended Retention

1 year then destroy.

19. Name and Title of Preparer

Jan M. Jewby-Horan, Administrative Assistant

20. Telephone Number
(410) 313-6407

21. Date

/2378

f:\data\admin\files\retent - 1.74.jmj
DSG 550.4 (Rev. 1/93)



file://f:/data/admin/files/retent

Instructions - Type or Print a separate
form for each new or revised record
series, forward with Retention
Schedule (DGS-550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE 2 oF 37

1. Department/Agency

Citizen Services

2. Division

Administration

3. Unit

purposes.

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition

4. Record Series Title 2.01 Annual Budgets

5. Earliest Year/Latest Year

1088 to 1998

of record for these documents.

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

Copy of annual county/department budget including any separate capital improvement budgets for the Detp. of Citizen Services. Budget office is the official office

7. Record Series (Format(s)

O Letter Size

ﬂLegal Size

0 Microfilm

O Computer Tape

8. Record Series Sequence

O Alphabetical

0O Numerical

9. Volume

i
umber

& ile Drawer(s)
Microfilm Reel(s)
O Computer Tape(s)
O Other (specify)

0O Bound Book O Floppy Disk O Chronological
O Audio Tape D Video Tape O Geographical 10. Annual Accumulation
O Oth ; x . b{ille Drawer(s)

er (specify) Othgr (specify) O Microfilm Reel(s)

O Computer Tape(s)
’ O Other (specify)
umber
11. File is Used 12. File Becomes Inactive After
O Weekly O Monthly N 3 O Month(s) Mear(s)
umber

}( Daily

13. Current [.ocation(s)

(Bldg., Floor, Room)

sy, And Fhon e

O No

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)

15. Access Restrictions a
(If Yes, cite Law(s) & Regulations)

Yes 16. Audit Requirements

) )(No

D State

" O Federal O Independent

17. Is an Index System Used? (If Yes, explain briefly and describe any

hardware/software

O Yes No

18. Recommended Retention

3 years in department, then destroy.

19. Name and Title of Preparer

Jan M. Jewby-Horan, Administrative Assistant

20. Telephone Number
(410) 313-6407

e

f:\data\admin\files\retent - 2.01 jmj
DSG 550.4 (Rev. 1/93)



file://f:/data/admin/files/retent

Instructions - Type or Print a separate
form for each new or revised record
series, forward with Retention
Schedule (DGS-550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGEa 3 OF 5 Z

1. Department/Agency

2. Division

3. Unit

Citizen Services Administration

purposes.

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition

4, Record Series Title 2.02 Budget working papers

5. Earliest Year/Latest Year

1988 to 1998

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

Records created exclusively for and used in the preparation of the annual Citizen Services budget or special budgets, including departmental and division .

7. Record Series (Format(s) 8. Record Series Sequence

0O Letter Size

ﬁ‘egal Size

O Microfilm O Alphabeticat

0O Computer Tape 0O Numerical

9. Volume
mle Drawer(s)
icrofilm Reel(s)
D Computer Tape(s)
/ 0 Other (specify)
Number

O Bound Book O Floppy Disk O Chronological
O Audio Tape O Video Tape O Geographical 10. Annual Accumulation
0O Oth i ; }q,i,le Drawer(s)
e (specify) 0 Othgr (spgeify) D Microfilm Reel(s)
’ O Computer Tape(s)
4 O Other (specify)
umber
11. File is Used Qd) M 12. File Becomes Inactive After :
D Daily O Weekly O Monthly ? % D Month(s) %ear(s)
umber

13. Current Locatign(s) (Bldg., Floor, Room)

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)

X( e

O Yes

15. Access Restrictions
(If Yes, cite Law(s) & Regulations)

O No

x Yes

16. Audit Requirements

0 State O Federal O Independent

17. Is an Index System Used? (If Yes, explain briefly and describe any
hardware/software

O Yes %\10

18. Recommended Retention

3 years in department, then destroy.

19. Name and Title of Preparer 20. Telephone Number

Jan M. Jewby-Horan, Administrative Assistant (410) 313-6407

21. Date

6 /2377

f\data\admin\files\retent - 2.02.jmj
DSG 550.4 (Rev. 1/93) '



file://f:/data/admin/files/retent

Instructions - Type or Print a separate
form for each new or revised record
series, forward with Retention
Schedule (DGS-550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE 2!OF 32

1. Department/Agency

Citizen Services

2, Division

Administration

3. Unit

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title 2.04 Cash Receipt Journals

5. Earliest Year/Latest Year

1988 to_ 1998

Journals, registers, or similar records of original entry detailing the cash receipts or revenues of Citizen Services, accounts, funds.

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

7. Record Series (Format(s)

8. Record Series Sequence

9. Volume

zéi!e Drawer(s)
Microfilm Reel(s)

O Letter Size D Microfilm O Alphabetical { O Computer Tape(s)
. v O Oth i
ﬂchal Size O Computer Tape O Numerical WE%WT Other (specify)
O Bound Book O Floppy Disk O Chronological
O Audio Tape O Video Tape O Geographical 10. Annual Accumulation
O Other (speci }( . O File Drawer(s)
(specify) Othgr (specify 0 Microfilm Reel(s)
! a S/ O Computer Tape(s)
’ O Other (specify)
umber
11. File is Used 12. File Becomes Inactive After
O Daily DO Weekly O Monthly 0O Month(s) O Year(s)
Number
13. Current Location(s) (Bldg., Floor, Room) 14, Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)
O Yes x No
15. Access Restrictions O Yes 0 No 16. Audit Requirements
(If Yes, cite Law(s) & Regulations)
: 0O None O State O Federal

O Independent

hardware/software

0O Yes 0 No

17. Is an Index System Used? (If Yes, explain briefly and describe any

18. Recommended Retention

As long as administratively valuable, then destroy.

19. Name and Title of Preparer
Jan M. Jewby-Horan, Administrative Assistant

20. Telephone Number
(410) 313-6407

21. Date

t:\admin\files\invent.jmj- 2.04 jmj
DSG 550.4 (Rev. 1/93)



file://t:/admin/files/invent.jmj-

Instructions - Type or Print a separate
form for each new or revised record
series, forward with Retention
Schedule (DGS-550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE 25 OF _3 7

1. Department/Agency

Citizen Services

2. Division

Administration

3. Unit

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title 2.05 Periodic Financial Reports

5. Earliest Year/Latest Year

1988 to_ 1998

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

Monthly, quarterly, or semi-annual reports or statements on the financial condition of the Citizen Services, accounts, funds.

7. Record Series (Format(s)

0O Letter Size 0O Microfilm

Negal Size

8 Computer Tape

8. Record Series Sequence

O Alphabetical

O Numerical

9. Volume
M‘ ile Drawer(s)
0O Microfilm Reel(s)
Q O Computer Tape(s)
’ O Other (specify)
Number

Number

O Bound Book O Floppy Disk Q Chronological
O Audio Tape O Video Tape O Geographi cal 10. Annual Accumulation
O Oth i i \5 File Drawer(s)
er (specify) Othgy (spgeify) Microfilm Reel(s)
O Computer Tape(s)
# D Other (specify)
umber
11. File is Used 12. File Becomes Inactive After
O Daily O Weekly O Monthly O Month(s) O Year(s)

13. Current Location(s)

(Bldg., Floor, Room)

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)

O Yes O No
15. Access Restrictions D Yes 0O No 16. Audit Requirements
(If Yes, cite Law(s) & Regulations)
O None 0O State 0O Federal O Independent

hardware/software

O Yes 0O No

17. Is an Index System Used? (If Yes, explain briefly and describe any

18. Recommended Retention

As long as administratively valuable, then destroy.

19. Name and Title of Preparer

Jan M. Jewby-Horan, Administrative Assistant

20. Telephone Number
(410) 313-6407

21. Date

t\admin\files\invent.jmj- 2.05 jmj
DSG 550.4 (Rev. 1/93)



file://t:/admin/files/invent.jmj-2.05.jmj

Instructions - Type or Print a separate
form for each new or revised record
series, forward with Retention
Schedule (DGS-550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275

AGENCY RECORDS INVENTORY

PAGEQ b OF 37

JESSUP, MARYLAND 20794

1. Department/Agency 2. Division 3. Unit

Citizen Services Administration

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title 2.06 Status Reports and Anaysis 5. Earliest Year/Latest Year

1988 to 1998

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

Reports, cost analysis, memoranda, or similar recored produced for internal use which examine the status or current condition of an acount or fund, or a financial budget,
or audit process, function, or activity of the Department of Citizen Services. Also includes copies of reports and records noting telephone costs and outgoing long distahce

calls.
9. Volume
%{/i,le Drawer(s)
O Microfilm Reel(s)

: g O Computer Tape(s)
L
umber

O Other (specify)

7. Record Series (Format(s) 8. Record Series Sequence

O Letter Size 0 Microfilm

ﬂLegal Size

O Bound Book

O Alphabetical

O Computer Tape O Numerical

O Floppy Disk

O Chronological

O Audio Tape O Video Tape O Geographical 10. Annual Accumulation
O Oth i . ile Drawer(s)
er (specify) X r(sp c"fY) icrofilm Reel(s)
a Computer Tape(s)
* O Other (specify)
umber
11. File is Used 12. File Becomes Inactive After
O Daily O Weekly O Monthly O Month(s) O Year(s)
Number
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)
O Yes 0O No
15. Access Restrictions O Yes O No 16. Audit Requirements

(If Yes, cite Law(s) & Regulations)

O None O State 0O Federal O Independent

17. Is an Index System Used? (If Yes, explain briefly and describe any 18. Recommended Retention
hardware/software . .
As long as administratively valuable, then destroy.

O Yes 0O No

19. Name and Title of Preparer 20. Telephone Number 21. Date

Jan M. Jewby-Horan, Administrative Assistant (410) 313-6407

t:\admin\files\invent.jmj- 2.06 jmj
DSG 550.4 (Rev. 1/93)


file://t:/admin/files/inventjmj-

Instructions - Type or Print a separate
form for each new or revised record
series, forward with Retention
Schedule (DGS-550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGEQZOF 22

1. Department/Agency

Citizen Services

2. Division

Administration

3. Unit

DEFINITION - RECORDS SERIES - A group of reulnted records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title2.17 Travel Expense Records

S. Earliest Year/Latest Year

1988 to 1998

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

Documents concerning travel expenses, including receipts and copies of reimbursement or advance copies or warrents for Citizen Services employees.

7. Record Series (Format(s) 8. Record Series Sequence 9. Volume
File Drawer(s)
. . O Microfilm Reel(s
XL ctter Size 0 Microfilm O Alphabetical / O Computer Tape%s;
. o .
O Legal Size O Computer Tape O Numerical ok Other (specify)
O Bound Book O Floppy Disk O Chronological
O Audio Tape O Video Tape O Geographical 10. Annual Accumulation
0 Other (speci . ile Drawer(s)
(specify) 6)( Othey (sp c'.fY) O Microfilm Reel(s)
/ O Computer Tape(s)
O Other (specify)
Number
11. File is Used 12. File Becomes Inactive After
O Daily 0O  Weekly O Monthly O Month(s) O Year(s)

Number

13. Current Location(s)

(Bldg., Floor, Room)

0 Yes O No

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)

15. Access Restrictions o

(If Yes, cite Law(s) & Regulations)

Yes O No 16. Audit Requirements

O None O State

O Federal O Independent

17. Is an Index System Used? (If Yes, explain briefly and describe any

hardware/software

O Yes O No

18. Recommended Retention

2 years then destroy.

19. Name and Title of Preparer
Jan M. Jewby-Horan, Administrative Assistant

20. Telephone Number
(410) 313-6407

21. Date

t:\admin\files\invent.jmj- 2.17 jmj
DSG 550.4 (Rev. 1/93)



file://t:/admin/files/invent.jmj-

Instructions - Type or Print a separate
form for each new or revised record
series, forward with Retention
Schedule (DGS-550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGEQZ OF 3 2

1. Department/Agency 2. Division

Citizen Services Administration

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title2.18 Grant Development and Proposal Files

5. Earliest Year/Latest Year

1988 to 1998

contracts relating to the grant.

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

Reports, planning memoranda, correspondence, management studies, and similar records created for and used in the delopment of grant proposals to state or federal
agencies for the Department of Citizen Services; the final proposal and any supporting documentation that serves to modify the proposal as originally presented; and

7. Record Series (Format(s)

O Microfilm x Alphabetical
o

O Computer Tape

8. Record Series Sequence

O Letter Size

XLegal Size

O Bound Book

Numerical
O Floppy Disk Chronological
O Audio Tape

o
O Video Tape O Geographical
O Other (specify) o

Other (specify)

9. Volume

e

File Drawer(s)
O Microfilm Reel(s)
O Computer Tape(s)
O Other (specify)

10. Annual Accumulation

Euméer i

%le Drawer(s)
O Microfilm Reel(s)
O Computer Tape(s)
0 Other (specify)

11. File is Used

x Daily

O Weekly O Monthly

12. File Becomes Inactive After

('q Month Y
- O Month(s) X ear(s)

13. Current Location(s) (Bldg., Floor, Room)

Pler

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)

O Yes X No

15. Access Restrictions
(If Yes, cite Law(s) & Regulations)

Ko

16. Audit Requirements
>

K\Ione

O State O Federal O Independent

17. Is an Index System Used? (If Yes, explain briefly and describe any
hardware/software

O Yes ?Q

18. Recommended Retention

Retain 6 years on CD then destroy.

20. Telephone Number
(410) 313-6407

19. Name and Title of Preparer
Jan M. Jewby-Horan, Administrative Assistant

21. Date

4/9??77"

t:\admin\files\invent.jmj- 2.18 jmj
DSG 550.4 (Rev. 1/93)
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Instructions - Type or Print a separate
form for each new or revised record
series, forward with Retention
Schedule (DGS-550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY -

PAGE &2 i OF 3 7

1. Department/Agency

Citizen Services

2. Division

Administration

3. Unit

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title2.19 Grant Reports

5. Earliest Year/Latest Year

1988 to_1998

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

Copies of financial files and performance reports submitted to funding agencies from the Dept. of Citizen Services.

7. Record Series (Format(s)

O Letter Size O Microfilm

XLegal Size

0 Bound Book

O Computer Tape
O Floppy Disk
0O Audio Tape
3 Other (specify)

0O Video Tape

8. Record Series Sequence

O Alphabetical

O Numerical

% Chronological

O Geographical
O Other (specify)

9. Volume

ISumEer

‘4: ile Drawer(s)

OMicrofilm Reel(s)
O Computer Tape(s)
O Other (specify)

10. Annual Accumulation

‘é File Drawer(s)
Microfilm Reel(s)
Num%er

O Computer Tape(s)
O Other (specify)

11. File is Used

O Daily O Weekly

/2B

O Monthly

umber

12. File Becomes Inactive After

O Month(s)

)(Year(s)

(Bldg., Floor, Room)

13. Current Logation(s)
,{ixw«q, Gl T

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)

O Yes No
15. Access Restrictions O Yes No 16. Audit Requirements
(If Yes, cite Law(s) & Regulations) :
K\Ione 0O State 0O Federal 0 Independent

17. Is an Index System Used? (If Yes, explain briefly and describe any

hardware/software

0O Yes XIO

18. Recommended Retention

Retain 6 years on CD then destroy.

19. Name and Title of Preparer
Jan M. Jewby-Horan, Administrative Assistant

20. Telephone Number
(410) 313-6407

21. Date

(/2395

t:\admin\files\invent.jmj- 2.19jmj
DSG 550.4 (Rev. 1/93)
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Instructions - Type or Print a separate
form for each new or revised record
series, forward with Retention
Schedule (DGS-550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE3L) oF 3?7

1. Department/Agency

Citizen Services

2. Division

Administration

3. Unit

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title - 2.20 Grant Financial Files

5. Earliest Year/Latest Year

1988 to_ 1998

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

Financial records of grant funded projects, including copies of documentation or relevant accounting, banking, purchasing, and payroll records; and other documents af]
working papers associated with the financial administration of the grant funds or used to prepare reports or forms required by federal or state law or regulation..

7. Record Series (Format(s)

XLetter Size

0O Microfilm

8. Record Series Sequence

a Alphabetical

9. Volume

&S

ile Drawer(s)
0O Microfilm Reel(s)
O Computer Tape(s)

Number

O Legal Size 0O Computer Tape O Numerical 0O Other (specify)
- O Bound Book O Floppy Disk O Chronological
D Audio Tape O Video Tape O Geographical 10. Annual Accumulation
O Other (speci . O File Drawer(s)
(specity) )( Otlgr (speify) O Microfilm Reel(s)
? / O Computer Tape(s)
O Other (specify)
Number
11. File is Used 12. File Becomes Inactive After
O Daily O  Weekly O Monthly D Month(s) O Year(s)

13. Current Location(s)

(Bldg., Floor, Room)

D Yes D No

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)

13, Access Restrictions a

(If Yes, cite Law(s) & Regulations)

Yes O No 16. Audit Requirements

0 None O State

O Federal O Independent

hardware/software

O Yes O No

17. Is an Index System Used? (If Yes, explain briefly and describe any

18. Recommended Retention

destroy.

Retain for 5 years in office after submission of final expenditure report then

19. Name and Title of Preparer

Jan M. Jewby-Horan, Administrative Assistant

20. Telephone Number
(410) 313-6407

21. Date

t:\admin\files\invent.jmj-2.20.jmj
DSG 550.4 (Rev. 1/93)
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Instructions - Type or Print a separate
form for each new or revised record
series, forward with Retention
Schedule (DGS-550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGEEZOF;Z

1. Department/Agency 2. Division

Citizen Services Administration

3. Unit

DEFINITION - RECORDS SERIES - A group of related records normaily filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title2.21 Grant-In-Aid

5. Earliest Year/Latest Year

1988 to_1998

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

Includes applications for funding, financial records, including audits, work efforts, quarterly reports, general correspondence, and agreements for grants awarded and

monitored by the Dept. of Citizen Services.

7. Record Series (Format(s) 8. Record Series Sequence

O Letter Size O Microfilm %Alphabctical
[m]

%egal Size

O Computer Tape Numerical

O Bound Book O Floppy Disk O Chronological
O Audio Tape O Video Tape O Geographical
O Other (specify) O Other (specify)

9. Volume

e

%lc Drawer(s)
icrofilm Reel(s)
O Computer Tape(s)

O Other (specify)

10. Annual Accumulation

Numéer

File Drawer(s)
DO'Microfilm Reel(s)
O Computer Tape(s)
O Other (specify)

11. File is Used

Lo A fel

O Daily O Weekly O Monthly

12. File Becomes Inactive After

/ 0 Month(s)
Number

XYear(s)

13. Current Logation(s) (Bldg., Floor, Room)

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)

XNo

O Yes

) a? 7AA ;ve’ 7L
15. Access Restrictions

v
0O Yes )%No
(If Yes, cite Law(s) & Regulations)

16. Audit Requirements

XNone

0O State O Federal O Independent

17. Is an Index System Used? (If Yes, explain briefly and describe any
hardware/software

O Yes Alo

18. Recommended Retention

1 year in office, 5 years on CD then destroy.

20. Telephone Number
(410) 313-6407

19. Name and Title of Preparer
Jan M. Jewby-Horan, Administrative Assistant

21. Date

b /43/ 7§

t:\admin\files\invent jmj- 2.21.jmj
DSG 550.4 (Rev. 1/93)
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Instructions - Type or Print a separate
form for each new or revised record
series, forward with Retention
Schedule (DGS-550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE &2 OF 5 2

1. Department/Agency 2. Division

Citizen Services Administration

3. Unit

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title - 4.04 Telephone Slips

5. Earliest Year/Latest Year

1988 to_1998

Also included are Informational received in the Office of Consumer Affairs.

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

Reports, slips, or similar records noting outgoing long distance telephone calls, by whom made, time made, and similar data received by the Dept. of Citizen Services.

7. Record Series (Format(s) 8. Record Series Sequence 9. Volume
ile Drawer(s)
. i . O Microfilm Reel(s)
a o .
Letter Size Microfilm O Alphabetical D Computer Tape(s)
. 5 D o A
XLegal Size O Computer Tape 0 Numerical W Other (specify)
O Bound Book O Floppy Disk O Chronological
O Audio Tape O Video Tape O Geographical 10. Annual Accumulation
D Other (speci ; ﬁﬁ/i[le Drawer(s)
(specify) D Othgr (spgeify) O Microfilm Reel(s)
O Computer Tape(s)
4 uge O Other (specify)
11. File is Used aﬁ M 12. File Becomes Inactive After
O Daily O Weekly O Monthly é 0 Month(s)
umber

X Year(s)

13. Current Locgtion(s) (Bldg., Floor, Room)

!

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)

XYes

g No

15. Access Restrictions

[/4
O Yes )<No
(If Yes, cite Law(s) & Regulations)

16. Audit Requirements

None O State O Federal 0O Independent

17. Is an Index System Used? (If Yes, explain briefly and describe any
hardware/software

0O Yes XNO

18. Recommended Retention

1 year then destroy..

19. Name and Title of Preparer 20. Telephone Number

Jan M. Jewby-Horan, Administrative Assistant (410) 313-6407

2"272.2/?Y

t\admin\files\invent.jmj-4.04 jmj
DSG 550.4 (Rev. 1/93)
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Instructions - Type or Print a separate
form for each new or revised record
series, forward with Retention
Schedule (DGS-550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGEi,ﬁ OF J 2

1. Department/Agency 2. Division

Citizen Services Administration

3. Unit

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title - 4.07 Space Files

5. Earliest Year/Latest Year

1988 t0 1998

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

Reports, studies, plans, layouts, requests, authorizaitons and similar records relating to the allocation, utilization, release, assignment of space in the Dept. of Citizen

Services.
7. Record Series (Format(s) 8. Record Series Sequence 9. Volume
XFile Drawer(s)
i 3 . Microfilm Reel(s
O Letter Size O Microfilm O Alphabetical , ( 0 Computer Tape((s))
. ) a ;
Legal Size O Computer Tape O Numerical a5 Other (specify)
O Bound Book O Floppy Disk O Chronological
O Audio Tape O Video Tape O Geographical 10. Annual Accumulation
O Other (speci i File Drawer(s)
(speciy) O Other (specify) )Ev( Microfilm Reel(s)
! O Computer Tape(s)
. 4 S 0O Other (specify)
umber
11. File is Used M M 12. File Becomes Inactive After - m./ Ao ,/b’)\f-(,
O Daily D Weekly O Monthly O Month(s)

O Year(s) M

Number

13. Current Location(s) (Bldg., Floor, Room)

wey, Ans Pl

14, Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)

ges X No

15. Access Restrictions
(If Yes, cite Law(s) & Regulations)

O Yes

/(m

16. Audit Requirements

KNone

O State O Federal O Independent

17. Is an Index System Used? (If Yes, explain briefly and describe any
hardware/software

O Yes o

18. Recommended Retention

a) Plans and lag'outs until superceded, then destroy
b) Other records - 1 year then destroy.

19. Name and Title of Preparer 20. Telephone Number

Jan M. Jewby-Horan, Administrative Assistant (410) 313-6407

21. Date

4/29/97

t:\admin\files\invent.jmj-4.07.jmj
DSG 550.4 (Rev. 1/93)
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Instructions - Type or Print a separate
form for each new or revised record
series, forward with Retention
Schedule (DGS-550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGEZZ OF 32

1. Department/Agency

Citizen Services

2. Division

Administration

3. Unit

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title - 4.19 Purchasing Requisitions

5. Earliest Year/Latest Year

1988 to 1998

Department of Citizen Services’ copies of purchase requisitions.

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

7. Record Series (Format(s)

etter Size 0O Microfilm

Legal Size 0O Computer Tape

0O Bound Book O Floppy Disk

8. Record Series Sequence

0O Alphabetical
O Numerical

0O Chronological

9. Volume
&7 ile Drawer(s)
- Microfilm Reel(s)
O Computer Tape(s)
' O Other (specify)
umber

10. Annual Accumulation

N um5er

O Audio Tape O Video Tape O Geographical ,

O Other (speci . O File Drawer(s)
(specify) Otfpr (pecify) O Microfilm Reel(s)
ﬂ O Computer Tape(s)

et ’ 0 Other (specify)

Number
11. File is Used 12. File Becomes Inactive After
0O Daily O Weekly O Monthly 0 Month(s) 0O Year(s)

13. Current Location(s)

(Bldg., Floor, Room)

O Yes

14. Is Record Series Duplicated Elsewhere?
af yes, specify agency or office)

O No

15. Access Restrictions ]
(If Yes, cite Law(s) & Regulations)

Yes DO No 16. Audit Requirements

O None O State

O Federal O Independent

hardware/software

O Yes O No

17. Is an Index System Used? (If Yes, explain briefly and describe any

18. Recommended Retention

Retain 2 years, then destroy.

19. Name and Title of Preparer
Jan M. Jewby-Horan, Administrative Assistant

20. Telephone Number
(410) 313-6407

21. Date

t\admin\files\invent.jmj-4.19.jmj
DSG 550.4 (Rev. 1/93)
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Instructions - Type or Print a separate
form for each new or revised record
series, forward with Retention
Schedule (DGS-550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

PAGEZY_ oF 37

1. Department/Agency

Citizen Services

2. Division 3. Unit

Administration

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title -4.20 Purchase Orders

5. Earliest Year/Latest Year

1988 to 1998

Department of Citizen Services’ copies of purchase orders.

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

(If Yes, cite Law(s) & Regulations)

B None D State

O Federal

7. Record Series (Format(s) 8. Record Series Sequence 9. Volume
~%le Drawer(s)
: : Microfilm Reel(s
O Letter Size Q Microfilm O Alphabetical . ( O Computer Tape((s%
Xchal Size 0O Computer Tape O Numerical %IF Other (specify)
O Bound Book O Floppy Disk O Chronological
D Audio Tape O Video Tape O Geographical 10. Annual Accumulation
D Other (speci : D File Drawer(s)
(specity) D Othgr(sp l\fy ) O Microfilm Reel(s)
jv O Computer Tape(s)
’ O Other (specify)
NumBer
11. File is Used 12. File Becomes Inactive After
O Daily O Weekly O Monthly 0O Month(s) O Year(s)
Number
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)
0O Yes 0 No
15. Access Restrictions O Yes O No 16. Audit Requirements

D Independent

hardware/software

O Yes 0O No

17. Is an Index System Used? (If Yes, explain briefly and describe any

18. Recommended Retention

Retain 2 years, then destroy.

19. Name and Title of Preparer

Jan M. Jewby-Horan, Administrative Assistant

20. Telephone Number 21. Date

(410) 313-6407

t:\admin\files\invent.jmj-4.20 jmj
DSG 550.4 (Rev. 1/93)
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Instructions - Type or Print a separate
form for each new or revised record
series, forward with Retention
Schedule (DGS-550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
+ 7275 WATERLOO ROAD
P.0. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGEEé OF i 2

1. Department/Agency

Citizen Services

2. Division

Administration

3. Unit

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title -4.21 Minor Purchase Orders

5. Earliest Year/Latest Year

1988 to_]998

Department of Citizen Services’ copies of minor purchase orders.

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

7. Record Series (Format(s)

8. Record Series Sequence

9. Volume
File Drawer(s)

Number

O Letter Si 0O Microfil . DO*'Microfilm Reel(s)
er Size icrofilm O Alphabetical ( O Computer Tape(s)
Legal Size 0O Computer Tape O Numerical ‘\%W O Other (specify)
O Bound Book O Floppy Disk O Chronological
O Audio Tape O Video Tape O Geographical 10. Annual Accumulation
O Other (speci i O File Drawer(s)
(specify) X Othy (spegify) 0 Microfilm Reel(s)
5» O Computer Tape(s)
/ O Other (specify)
Number
11. File is Used 12. File Becomes Inactive After
0O Daily O Weekly O Monthly 0O Month(s) O Year(s)

13. Current Location(s)

(Bldg., Floor, Room)

D Yes

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)

O No

15. Access Restrictions
(If Yes, cite Law(s) & Regulations)

0O Yes 0 No

0 None

16. Audit Requirements

O State

0O Federal O Independent

hardware/software

O Yes 0O No

17. Is an Index System Used? (If Yes, explain briefly and describe any

18. Recommended Retention

Retain 2 years, then destroy.

19. Name and Title of Preparer

Jan M. Jewby-Horan, Administrative Assistant

20. Telephone Number
(410) 313-6407

21. Date

t:\admin\files\invent.jmj-4.21 jmj
DSG 550.4 (Rev. 1/93)
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Instructions - Type or Print a separate
form for each new or revised record
series, forward with Retention
Schedule (DGS-550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE;ZOFEZ

1. Department/Agency

Citizen Services

2. Division

Administration

3. Unit

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title -4.29 Inventory Reports - Parts and Supplies

5. Earliest Year/Latest Year

1988 to 1998

Periodic inventory reports of parts and supplies in the Dept. of Citizen Services.

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

7. Record Series (Format(s)

O Letter Size 0O Microfilm

8. Record Series Sequence

O Alphabetical

9. Volume
\gi-‘ile Drawer(s)
Microfilm Reel(s)

Number

‘ w 0O Computer Tape(s)
ﬂegal Size O Computer Tape O Numerical —NumBer— Other (specify)
0O Bound Book O Floppy Disk O Chronological
O Audio Tape O Video Tape O Geographical 10. Annual Accumulation

0 Oth i i 5 File Drawer(s)
er (specify) 0O Other(spe f‘y) icrofilm Reel(s)
w O Computer Tape(s)

’ O Other (specify)

Number
11. File is Used M Iy 12. File Becomes Inactive After
O Daily O  Weekly O Monthly DO Month(s)

Mear(s)

13. Current Logation(s) (Bldg., Floor,
M, A AA Al

Room)

XYes

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)

7550

0O No -

hardware/software

0 Yes No

1 year then destroy.

15. Access Restrictions O Yes KNO 16. Audit Requirements
(If Yes, cite Law(s) & Regulations)
KNone O State O Federal O Independent
17. Is an Index System Used? (If Yes, explain briefly and describe any 18. Recommended Retention

19. Name and Title of Preparer
Jan M. Jewby-Horan, Administrative Assistant

20. Telephone Number
(410) 313-6407

21. Date

62377

t:\admin\files\invent.jmj-4.29 jmj
DSG 550.4 (Rev. 1/93)
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Instructions - Type or Print a separate DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
form for each new or revised record RECORDS MANAGEMENT DIVISION
series, forward with Retention 7275 WATERLOO ROAD
Schedule (DGS-550-1) P.0. BOX 275 PAGE | OF &Lb_
JESSUP, MARYLAND 20794
1. Department/Agency 2. Division 3. Unit
Dept of Citizen Services Office On Aging

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title
Correspondence & Miscellaneous

5. Earliest Year/Latest Year

80 To 98

1.01 Policy & Program Development

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

7. Record Series (Format(s) 8. Record Series Sequence 9. Volume
X File Drawer(s)
X Letter Size O Microfilm : O Microfilm Reel(s)
X Alphabetical 2 O Computer Tape(s)
O Legal Size O Computer Tape O Numersical —Nembe— a Other (specify)
0O Bound Book O Floppy Disk O Chronological
O Audio Tape 0 Video Tape O Geographical 10. Annual Accumulation
O Other (specify) O Oth i X File Drawer(s)
er (specify) - O Microfilm Reel(s)
172 O Computer Tape(s)
0O Other (specify)
Number
11. File is Used 12. File Becomes Inactive After
O Daily X Weekly O Monthly 3 O Month(s) X Year(s)
Number
13. Current Location(s) (Bld..., Floor, Room) 14. s Record Series Duplicated Elsewhere?
(If yes, specify agency or office)
Gateway Bldg - 2nd Floor
X Yes O No Dept Admin
15. Access Restrictions O Yes X No 16. Audit Requirements
(If Yes, cite Law(s) & Regulations)
X None O State O Federal O Independent
17. Is an Index System Used? (If Yes, explain briefly and describe any 18. Recommended Retention
hardware/software
3 Years
O Yes X No
19. Name and Title of Preparer 20. Telephone Number 21, Date

Phyllis Braxton, Secretary
Office on Aging

410-313-6410

July 30, 1998

f\aging\pbraxton\ageadmin\ fileretent
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Instructions - Type or Print a separate
form for each new or revised record

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION

series, forward with Retention 7275 WATERLOO ROAD
Schedule (DGS-550-1) P.0. BOX 275 PAGE 2 OF 2__@_
JESSUP, MARYLAND 20794
1. Department/Agency 2. Division 3. Unit
Dept of Citizen Services Office On Aging

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title

Correspondence & Miscellaneous

S. Earliest Year/Latest Year

85 To 98

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

1.02 Administrative

7. Record Series (Format(s) 8. Record Series Sequence 9. Volume
X' File Drawer(s)
X Letter Size O Microfilm . O Microfilm Reel(s)
X Alphabetical 1 O Computer Tape(s)
X Legal Size O Computer Tape O Numerical N O Other (specify)
0 Bound Book O Floppy Disk o Chronologicél
O Audio Tape a Video Tape O Geographical 10. Annual Accumulation
O Other (speci o i X File Drawer(s)
(specify) Other (specify) O Microfilm Reel(s)
1/4 O Computer Tape(s)
O Other (specify)
Number
11. File is Used 12. File Becomes Inactive After
O Daily X Weekly O Monthly 2 O Month(s) X Year(s)
Number
13. Current Location(s) (BId..., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)
Gateway Bldg - 2nd Floor )
X Yes O No Dept Admin
15. Access Restrictions O Yes X No 16. Audit Requirements
(If Yes, cite Law(s) & Regulations)
X None O State D Federal D Independent
17. Is an Index System Used? (If Yes, explain briefly and describe any 18. Recommended Retention
hardware/software
2 Years
O Yes X No
19. Name and Title of Preparer 20. Telephone Number 21. Date
Phyllis Braxton, Secretary 410-313-6410 July 30, 1998

Office on Aging

f\aging\pbraxton\ageadmin\ fileretent



file://f:/aging/pbraxton/ageadmin/

Instructions - Type or Print a separate DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
form for each new or revised record RECORDS MANAGEMENT DIVISION
series, forward with Retention 7275 WATERLOO ROAD
Schedule (DGS-550-1) P.O. BOX 275 PAGE 3 OF Q O
JESSUP, MARYLAND 20794
1. Department/Agency 2. Division 3. Unit
Dept of Citizen Services Office On Aging

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title
Correspondence & Miscellaneous

5. Earliest Year/Latest Year

85 To 98

1.04 Organization and Planning

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

7. Record Series (Format(s) 8. Record Series Sequence

X Letter Size 0 Microfilm

X Alphabetical

9. Volume
X File Drawer(s)
O Microfilm Reel(s)
172 O Computer Tape(s)

X Legal Size O Computer Tape O Numerical —Nore— O Other (specify)
D Bound Book O Floppy Disk O Chronological
O Audio Tape O Video Tape O Geographical 10. Annual Accumulation
O Other (specify) O Oth i O File Drawer(s)
Other (specify) O Microfilm Reel(s)
O Computer Tape(s)
3 Other (specify)
Number
11. File is Used 12. File Becomes Inactive After
0 Daily X Weekly 0O  Monthly 3 O Month(s) X Year(s)
Number
13. Current Location(s) (Bld..., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)
Gateway Bldg - 2nd Floor
X Yes 0O No Dept Admin
15. Access Restrictions O Yes X No 16. Audit Requirements
(If Yes, cite Law(s) & Regulations)
X None O State 0 Federal O Independent
17. Is an Index System Used? (If Yes, explain briefly and describe any 18. Recommended Retention
hardware/software
3 Years
O Yes X No
19. Name and Title of Preparer 20. Telephone Number 21. Date

Phyllis Braxton, Secretary
Office on Aging

410-313-6410

July 30, 1998

f\aging\pbraxton\ageadmin\ fileretent



file://f:/aging/pbraxton/ageadmin/

Instructions - Type or Print a separate
form for each new or revised record

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION

series, forward with Retention 7275 WATERLOO ROAD .
Schedule (DGS-550-1) P.0. BOX 275 PAGE ;z OF _&Q
JESSUP, MARYLAND 20794
1. Department/Agency 2. Division 3. Unit
Dept of Citizen Services Office On Aging

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title

Correspondence & Miscellaneous

5. Earliest Year/Latest Year

90 To 98

1.05 Procedural

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

7. Record Series (Format(s) 8. Record Series Sequence 9. Volume
' X' File Drawer(s)
X Letter Size O Microfilm . O Microfilm Reel(s)
X Alphabetical 1/4 O Computer Tape(s)
O Legal Size O Computer Tape O Numerical —Rimbe— O Other (specify)
O Bound Book O Floppy Disk O Chronological
O Audio Tape O Video Tape O Geographical 10. Annual Accumulation
O Other (specify) [u} i O File Drawer(s)
(sp fy‘ Other (specity) 0O Microfilm Reel(s)
0O Computer Tape(s)
Q Other (specify)
Number
11. File is Used 12. File Becomes Inactive After
O Daily X Weekly O Monthly 2 O Month(s) X Year(s)
Number
13. Current Location(s) (BHd..., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)
Gateway Bldg - 2nd Floor
X Yes O No Dept Admin & Human Resources
15. Access Restrictions O Yes X No 16. Audit Requirements
(If Yes, cite Law(s) & Regulations) ‘
X None 0O State 0 Federal O Independent
17. Is an Index System Used? (If Yes, explain briefly and describe any 18. Recommended Retention
hardware/software
2 Years
O Yes X No )
19. Name and Title of Preparer 20. Telephone Number 21. Date
Phyllis Braxton, Secretary 410-313-6410 July 30, 1998

Office on Aging

f\aging\pbraxton\ageadmin fileretent



file://f:/aging/pbraxton/ageadmin/

Instructions - Type or Print a separate
form for each new or revised record
series, forward with Retention
Schedule (DGS-550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE \J_ OF o fs

1. Department/Agency

Dept of Citizen Services

2. Division

Office On Aging

3. Unit

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title

Correspondence & Miscellaneous

S. Earliest Year/Latest Year

96 To 98

1.07 Reading

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

7. Record Series (Format(s)

X Letter Size O Microfilm

D Legal Size O Computer Tape
O Bound Book O Floppy Disk
0O Audio Tape O Video Tape

O Other (specify)

8. Record Series Sequence

O Alphabetical
O Numerical

X Chronological
O Geographical
O Other (specify)

9. Volume
X File Drawer(s)
O Microfilm Reel(s)

1/4 O Computer Tape(s)
O Other (specify)
Number

10. Annual Accumulation

O File Drawer(s)
0 Microfilm Reel(s)
00 Computer Tape(s)
O Other (specify)

Number
11. File is Used 12. File Becomes Inactive After
O Daily X Weekly 00 -Monthly 1 O Month(s) X Year(s)
Number
13. Current Location(s) (BId..., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)
Gateway Bldg - 2nd Floor _
X Yes O No Dept Admin
15. Access Restrictions O Yes X No 16. Audit Requirements
(If Yes, cite Law(s) & Regulations)
X None a State O Federal O Independent
17. Is an Index System Used? (If Yes, explain briefly and describe any 18. Recommended Retention
hardware/software
1 Years
O Yes X No
19. Name and Title of Preparer 20. Telephone Number 21. Date

Phyllis Braxton, Secretary
Office on Aging

410-313-6410

July 30, 1998

fi\aging\pbraxton\ageadmin\ fileretent



file://f:/aging/pbraxton/ageadmin/

Instructions - Type or Print a separate
form for each new or revised record
series, forward with Retention
Schedule (DGS-550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE _(r OF o2

1. Department/Agency

Dept of Citizen Services

2. Division

Office On Aging

3. Unit

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title

Correspondence & Miscellaneous

5. Earliest Year/Latest Year

96 To 98

1.10 Publications

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

7. Record Series (Format(s)

O Letter Size 0O Microfilm

O Legal Size O Computer Tape
X Bound Book O Floppy Disk
0O Audio Tape a Video Tape

O other (specify)

8. Record Series Sequence

O Alphabetical

O Numerical

X Chronological
O Geographical
O  Other (specify)

9. Volume
X' File Drawer(s)
O Microfilm Reel(s)
12 O Computer Tape(s)

O Other (specify)
NumBer

10. Annual Accumulation

O File Drawer(s)
O Microfilm Reel(s)
0O Computer Tape(s)

O Other (specify)
Number
1. File is Used 12. File Becomes Inactive After
O Daily O Weekly X Monthly 5 O Month(s) X Year(s)
Number
13. Current Location(s) (BId..., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)
Gateway Bldg - 2nd Floor
X Yes O No
15. Access Restrictions D Yes X No 16. Audit Requirements
(If Yes, cite Law(s) & Regulations)
X None O State O Federal O Independent
17. Is an Index System Used? (If Yes, explain briefly and describe any 18. Recommended Retention

hardware/software

D Yes X No

S Years

19. Name and Title of Preparer

Phyllis Braxton, Secretary
Office on Aging

20. Telephone Number
410-313-6410

21. Date
July 30, 1998

faging\pbraxton\ageadmin\ fileretent



file://f:/aging/pbraxton/ageadmin/

Instructions - Type or Print a separate DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
form for each new or revised record RECORDS MANAGEMENT DIVISION
series, forward with Retention 7275 WATERLOO ROAD
Schedule (DGS-550-1) P.0. BOX 275 PAGE_7 OF o2y
JESSUP, MARYLAND 20794
1. Department/Agency 2. Division 3. Unit
Dept of Citizen Services Office On Aging

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title

Correspondence & Miscellaneous

5. Earliest Year/Latest Year

95 To 98

1.14 Agenda

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

7. Record Series (Format(s)

X' Letter Size 0 Microfilm

0O Legal Size 0O Computer Tape
0 Bound Book O Floppy Disk
O Audio Tape 0 Video Tape

O other (specify)

8. Record Series Sequence

O Alphabetical
8 Numerical

X Chronological
O Geographical
O Other (specify)

9. Volume
O File Drawer(s)
O Microfilm Reel(s)
3 O Computer Tape(s)
X' Other (specify)
Number BINDERS

10. Annual Accumulation

O File Drawer(s)
O Microfilm Reel(s)

(If Yes, cite Law(s) & Regulations)

X None 0 State

0O Federal

1 0O Computer Tape(s)
X Other (specify)
Number BINDER
11. File is Used 12. File Becomes Inactive After
Q Daily O Weekly X Monthly 1 O Month(s) X Year(s)
Number

13. Current Location(s) (Bld..., Floor, Room) 14. Is Record Series Duplicated Elsewhere?

(If yes, specify agency or office)

Gateway Bldg - 2nd Floor

X Yes g No Commission Members

15. Access Restrictions ‘O Yes X No 16. Audit Requirements

O Independent

17. Is an Index System Used? (If Yes, explain briefly and describe any
hardware/software

0O Yes X No

. Recommended Retention

1 Year

19. Name and Title of Preparer

Phyllis Braxton, Secretary
Office on Aging

20. Telephone Number
410-313-6410

21. Date
July 30, 1998

f\aging\pbraxton\ageadmin\ fileretent



file://f:/aging/pbraxton/ageadmin/

Instructions - Type or Print a separate DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
form for each new or revised record RECORDS MANAGEMENT DIVISION C
series, forward with Retention 7275 WATERLOO ROAD -
Schedule (DGS-550-1) P.0. BOX 275 PAGE_ ¥ OFcdfy
JESSUP, MARYLAND 20794
1. Department/Agency 2. Division 3. Unit
Dept of Citizen Services Office On Aging

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title

Correspondence & Miscellaneous

5. Earliest Year/Latest Year

95 To 98

1.15 Minutes

1.16 Minutes - Supporting Documentation

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

7. Record Series (Format(s)

X Letter Size O Microfilm

O Legal Size 0 Computer Tape
O Bound Book O Floppy Disk

& Audio Tape O Video Tape

a other (specify)

8. Record Series Sequence

O Alphabetical
8 Numerical

X Chronological
O Geographical
O Other (specify)

9. Volume
O File Drawer(s)
O Microfilm Reel(s)
3 O Computer Tape(s)

X Other (speci
—Number — BSiheci)

10. Annual Accumulation

O File Drawer(s)
O Microfilm Reel(s)
1 O Computer Tape(s)
X Other éspecify)
BINDER

Number
11. File is Used 12. File Becomes Inactive After
O Daily O Weekly X Monthly 3 O Month(s) X Year(s)
Number
13. Current Location(s) (Bld..., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)
Gateway Bldg - 2nd Floor
X Yes O No Commission Members
15. Access Restrictions O Yes X No 16. Audit Requirements
(If Yes, cite Law(s) & Regulations)
X None O State O Federal O Independent
17. Is an Index System Used? (If Yes, explain briefly and describe any 18. Recommended Retention
hardware/software
3 Years
DO Yes X No
19. Name and Title of Preparer 20. Telephone Number 2]. Date

Phyllis Braxton, Secretary
Office on Aging

410-313-6410

July 30, 1998

fi\aging\pbraxton\ageadmin\ fileretent



file://f:/aging/pbraxton/ageadmin/

Instructions - Type or Print a separate DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
form for each new or revised record RECORDS MANAGEMENT DIVISION
series, forward with Retention 7275 WATERLOO ROAD
Schedule (DGS-550-1) P.0. BOX 275 PAGE Q OFGZé_
JESSUP, MARYLAND 20794
1. Department/Agency 2. Division 3. Unit
Dept of Citizen Services Office On Aging

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title

Correspondence & Miscellaneous

5. Earliest Year/Latest Year

95 To 98

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

1.25 Complaints

7. Record Series (Format(s) 8. Record Series Sequence 9. Volume
X File Drawer(s)
X Letter Size O Microfilm . 8 Microfilm Reel(s)
X' Alphabetical 1/4 O Computer Tape(s)

O Legal Size O Computer Tape O Numerical — s O Other (specify)

O Bound Book O Floppy Disk O Chronological

O Audio Tape O Video Tape O Geographical 10. Annual Accumulation

a oth i . O File Drawer(s)

other (specify) O Other (specify) O Microfilm Reel(s)
O Computer Tape(s)
0 Other (specify)
Number
1. File is Used 12. File Becomes Inactive After
D Daily O Weckly X Monthly 3 O Month(s) X Year(s)
Number
13. Current Location(s) (BId..., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)
Gateway Bldg - 2nd Floor
) X Yes O No

15. Access Restrictions O Yes X No 16. Audit Requirements

(If Yes, cite Law(s) & Regulations)

X None

O State

O Federal O Independent

17. Is an Index System Used? (If Yes, explain briefly and describe any

hardware/software

O Yes X No

3 Years

18. Recommended Retention

19. Name and Title of Preparer

Phyllis Braxton, Secretary
Office on Aging

20. Telephone Number
410-313-6410

21

. Date

July 30, 1998

f\aging\pbraxton\ageadmin\ fileretent



file://f:/aging/pbraxton/ageadmin/

Instructions - Type or Print a separate
form for each new or revised record
series, forward with Retention
Schedule (DGS-550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE /O OFdfe

1. Department/Agency

Dept of Citizen Services

2. Division

Office On Aging

3. Unit

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4: Record Series Title
Personnel

S. Earliest Year/Latest Year

77 To 98

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

1.41

Individual Employee Personnel

7. Record Series (Format(s)

X Letter Size O Microfilm

X Legal Size 0O Computer Tape
O Bound Book O Floppy Disk

O Audio Tape O Video Tape

8. Record Series Sequence

X Alphabetical
O Numerical
Chronological

n]
O Geographical
m]

9. Volume
X File Drawer(s)
0O Microfilm Reel(s)
1 O Computer Tape(s)

O Other (specify)
Number

10. Annual Accumulation

O File Drawer(s)

B other (specify) Other (specify) O Microfilm Reel(s)
O Computer Tape(s)
0 Other (specify)
Number
11. File is Used 12. File Becomes Inactive After
X Daily 0O Weekly O  Monthly 1 O Month(s) X Year(s) Employment Ends
Number
13. Current Location(s) (BId..., Floor, Room) 14. Is Record Series Duplicated Elsewhere? .
(If yes, specify agency or office)
Gateway Bldg - 2nd Floor .
X Yes a No Dept Admin & Human Resources
15. Access Restrictions O Yes X No 16. Audit Requirements

(If Yes, cite Law(s) & Regulations)

X None O State O Federal O Independent

17. Is an Index System Used? (If Yes, explain briefly and describe any
hardware/software

D Yes X No

18. Recommended Retention

1 Year

19. Name and Title of Preparer

Phyllis Braxton, Secretary 410-313-6410

Office on Aging

20. Telephone Number

21. Date
July 30, 1998

f\aging\pbraxton\ageadmin\ fileretent



file://f:/aging/pbraxton/ageadmin/

Instructions - Type or Print a separate
form for each new or revised record
series, forward with Retention
Schedule (DGS-550-1)

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

P.0. BOX 275 , PAGE 2/ OF24p

JESSUP, MARYLAND 20794

1. Department/Agency

Dept of Citizen Services

2. Division

Office On Aging

3. Unit

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title
Personnel

5. Earliest Year/Latest Year

96 To 98

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

1.43 Temporary Employee

7. Record Series (Format(s) 8. Record Series Sequence 9. Volume
X' File Drawer(s)
X Letter Size O Microfilm . 0 Microfilm Reel(s)
X Alphabetical 1 O Computer Tape(s)
X Legal Size O Computer Tape O Numerical ~ Kember— O Other (specify)
O Bound Book O Floppy Disk O Chronological
O Audio Tape O Video Tape O Geographical 10. Annual Accumulation
; . O File Drawer(s)
w]
other (specify) O Other (specify) O Microfilm Reel(s)
O Computer Tape(s)
O Other (specify)
Number
11. Fileis Used 12. File Becomes Inactive After
X Daily O Weekly O  Monthly 1 O Month(s X Year(s) Employment Ends
e ) (s) Employ
13. Current Location(s) (BId..., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)
Gateway Bldg - 2nd Floor )
X Yes O No Dept Admin & Human Resources
15. Access Restrictions O Yes X No 16. Audit Requirements

(If Yes, cite Law(s) & Regulations)

X None O State O Federal O Independent

17. Is an Index System Used? (If Yes, explain briefly and describe any

hardware/software

O Yes X No

18. Recommended Retention

1 Year

19. Name and Title of Preparer

Phyllis Braxton, Secretary
Office on Aging

20. Telephone Number
410-313-6410

21. Date
July 30, 1998

fi\aging\pbraxton\ageadmin\ fileretent



file://f:/aging/pbraxton/ageadmin/

Instructions - Type or Print a separate DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
form for each new or revised record RECORDS MANAGEMENT DIVISION
series, forward with Retention 7275 WATERLOO ROAD
Schedule (DGS-550-1) P.O. BOX 275 PAGE /2 OF R
. JESSUP, MARYLAND 20794
1. Department/Agency 2. Division 3. Unit
Dept of Citizen Services Office On Aging

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4, Record Series Title
Personnel

S. Earliest Year/Latest Year

96 To 98

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

1.44 Employment

7. Record Series (Format(s) 8. Record Series Sequence

X Letter Size O Microfilm

X' Alphabetical

9. Volume
X File Drawer(s)
O Microfilm Reel(s)
1 O Computer Tape(s)
O Other (specify)

X Legal Size O Computer Tape O Numerical —Number—
O Bound Book 0 Floppy Disk D Chronological
O Audio Tape O Video Tape " O Geographical 10. Annual Accumulation
@ ater sty o ober ity 0 HlDmmer)
0O Computer Tape(s)
0 Other (specify)
Number
11. File is Used 12. File Becomes Inactive After
O Daily X Weekly O Monthly 2 O Month(s) X Year(s)
Number
13, Current Location(s) (Bld..., Floor, Room) 14. 1s Record Series Duplicated Elsewhere?
(If yes, specify agency or office)
Gateway Bldg - 2nd Floor
X Yes O No Dept Admin & Human Resources
15. Access Restrictions O Yes X No 16. Audit Requirements

(If Yes, cite Law(s) & Regulations)

X None a State

O Federal O Independent

17. Is an Index System Used? (If Yes, explain briefly and describe any
hardware/software

O Yes X No

18. Recommended Retention

2 Years

19. Name and Title of Preparer

Phyllis Braxton, Secretary
Office on Aging

20. Telephone Number
410-313-6410

21. Date

July 30, 1998

f\aging\pbraxton\ageadmin\ fileretent



file://f:/aging/pbraxton/ageadmin/

Instructions - Type or Print a separate
form for each new or revised record
series, forward with Retention
Schedule (DGS-550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE /T OF 2

1. Department/Agency

Dept of Citizen Services

2. Division

Office On Aging

3. Unit

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title
Personnel

S. Earliest Year/Latest Year

77 To 98

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

1.61 Leave Records

7. Record Series (Format(s)

X Letter Size O Microfilm

O Computer Tape

8. Record Series Sequence

X Alphabetical

9. Volume
X File Drawer(s)
O Microfilm Reel(s)
1 O Computer Tape(s)
O Other (specify)

O Legal Size O Numerical ~ Number

O Bound Book O Floppy Disk O Chronological

O Audio Tape a Video Tape O Geographical 10. Annual Accumulation

0 oterspest) © Oter spect) 0 e et
O Computer Tape(s)
0O Other (specify)

Number
11. File is Used 12. File Becomes Inactive After
O Daily X Weekly O  Monthly 1 O Month(s) X Year(s)
Number

13. Current Location(s)
Gateway Bldg - 2nd Floor

(Bld..., Floor, Room)

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)

O Yes X No
15. Access Restrictions O Yes X No 16. Audit Requirements
(If Yes, cite Law(s) & Regulations)
X None O State O Federal O Independent

17. Is an Index System Used? (If Yes, explain briefly and describe any

hardware/software

DO Yes X No

18. Recommended Retention

1 Year After Employment Ends

19. Name and Title of Preparer

Phyllis Braxton, Secretary
Office on Aging

20. Telephone Number
410-313-6410

21. Date

July 30, 1998

f\aging\pbraxton\ageadmin\ fileretent



file://f:/aging/pbraxton/ageadmin/

Instructions - Type or Print a separate
form for each new or revised record
series, forward with Retention

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

Schedule (DGS-550-1) P.0. BOX 275 PAGE Z 2 OF ,Z_é
JESSUP, MARYLAND 20794
1. Department/Agency 2. Division 3. Unit
Dept of Citizen Services Office On Aging

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title
Personnel

5. Earliest Year/Latest Year

90 To 98

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

1.711 Accident/Incident Reports

7. Record Series (Format(s) 8. Record Series Sequence

O Letter Size O Microfilm

O Alphabetical

X Legal Size O Computer Tape

O Numerical

O Bound Book O Floppy Disk X Chronological

0O Audio Tape O Video Tape ] Geographical

O other (specify) O  Other (specify)

9. Volume
X File Drawer(s)
O Microfilm Reel(s)
1/2 O Computer Tape(s)

O Other (specify)
Number

10. Annual Accumulation

O File Drawer(s)

0 Microfilm Reel(s)

0O Computer Tape(s)

O Other (specify)
Number

11. File is Used

O Daily X Weekly O Monthly

12. File Becomes Inactive After

1 O Month(s)

XY
Number car(s)

13. Current Location(s) (Bld..., Floor, Room)

Gateway Bldg - 2nd Floor

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)

X Yes O No Risk Management
15. Access Restrictions O Yes X No 16. Audit Requirements
(If Yes, cite Law(s) & Regulations)
X None O State O Federal O Independent

17. Is an Index System Used? (If Yes, explain briefly and describe any
hardware/software

O Yes X No

18. Recommended Retention

1 Year

20. Telephone Number
410-313-6410

19. Name and Title of Preparer

Phyllis Braxton, Secretary
Office on Aging

21. Date :
July 30,1998

faging\pbraxton\ageadmin\ fileretent



file://f:/aging/pbraxton/ageadmin/

Instructions - Type or Print a separate
form for each new or revised record
series, forward with Retention
Schedule (DGS-550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGEAS” OF o2 (,

1. Department/Agency

Dept of Citizen Services

2. Division

Office On Aging

3. Unit

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title
Personnel

5. Earliest Year/Latest Year

90 To 98

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

1.74

Personnel Requisitions

7. Record Series (Format(s)

X Letter Size O Microfilm

O Legal Size O Computer Tape
O Bound Book O Floppy Disk
0 Audio Tape 0O Video Tape

O other (specify)

8. Record Series Sequence

D Alphabetical
O Numerical

X Chronological
0O Geographical

O Other (specify)

9. Volume
X File Drawer(s)
D Microfilm Reel(s)
1/4 O Computer Tape(s)
O Other (specify)
Number

10. Annual Accumulation

O File Drawer(s)
O Microfilm Reel(s)
O Computer Tape(s)
O Other (specify)

Number
11. File is Used 12. File Becomes Inactive After
O Daily X  Weekly O Monthly 5 01 Month(s) X Year(s)
Number
13. Current Location(s) (Bld..., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)
Gateway Bldg - 2nd Floor )
X Yes 0O No Dept Admin & Human Resources
15. Access Restrictions O Yes X No 16. Audit Requirements
(If Yes, cite Law(s) & Regulations)
\ X None O State O Federal O Independent
17. Is an Index System Used? (If Yes, explain briefly and describe any 18. Recommended Retention
hardware/software
5 Years
O Yes X No
19. Name and Title of Preparer 20. Telephone Number 21. Date
Phyllis Braxton, Secretary 410-313-6410 July 30, 1998

Office on Aging

f\aging\pbraxton\ageadmin\ fileretent



file://f:/aging/pbraxton/ageadmin/

Instructions - Type or Print a separate
form for each new or revised record
series, forward with Retention
Schedule (DGS-550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE_Jlo OFo24e

1. Department/Agency

Dept of Citizen Services

2. Division

Office On Aging

3. Unit

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4, Record Series Title
Budget

5. Earliest Year/Latest Year

90 To 98

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

2.01 Annual Budget

7. Record Series (Format(s)

0O Letter Size 0 Microfilm

O Legal Size O Computer Tape
X Bound Book O Floppy Disk
O Audio Tape O Video Tape

O other (specify)

8. Record Series Sequence

O Alphabetical
O Numerical

X Chronological
O Geographical

O Other (specify)

9. Volume
O File Drawer(s)
0 Microfilm Reel(s)
O Computer Tape(s)
X Other (specify)
Number Book Case

10. Annual Accumulation

O File Drawer(s)
O Microfilm Reel(s)
O Computer Tape(s)
O Other (specify)

Number
11. File is Used 12. File Becomes Inactive After
O Daily X Weekly O Monthly 5 O Month(s) X Year(s)
Number

13.  Current Location(s)

Gateway Bldg - 2nd Floor

(Bld..., Floor, Room)

14, Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)

X Yes O No Budget
15. Access Restrictions O Yes X No 16. Audit Requirements
(If Yes, cite Law(s) & Regulations)
X None O State 0 Federal O Independent

17. Is an Index System Used? (If Yes, explain briefly and describe any

hardware/software

O Yes X No

18. Recommended Retention

5 Years

19. Name and Title of Preparer

Phyllis Braxton, Secretary
Office on Aging

20. Telephone Number
410-313-6410

21. Date

July 30, 1998

fi\aging\pbraxton\ageadmin\ fileretent



file://f:/aging/pbraxton/ageadmin/

Instructions - Type or Print a separate
form for each new or revised record
series, forward with Retention
Schedule (DGS-550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE /7 OFedds

1. Department/Agency

Dept of Citizen Services

2. Division

Office On Aging

3. Unit

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title

Financial Reports

S. Earliest Year/Latest Year

90

To 98

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

2.04

Cash Receipt Journals

7. Record Series (Format(s)

X Letter Size " O Microfilm

0 Legal Size 0O Computer Tape
O Bound Book O Floppy Disk
O Audio Tape O Video Tape

O other (specify)

8. Record Series Sequence

O Alphabetical

O Numerical

X Chronological
O Geographical
T Other (specify)

9. Volume
X File Drawer(s)
O Microfilm Reel(s)
1/4 O Computer Tape(s)
O Other (specify)
Number

10. Annual Accumulation

O File Drawer(s)
0O Microfilm Reel(s)
O Computer Tape(s)
O Other (specify)

Number
11, File is Used 12. File Becomes Inactive After
X Daily 0O Weekly DO Monthly 3 O Month(s) X Year(s)
Number
13. Current Location(s) (Bld..., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)
Gateway Bldg - 2nd Floor
X Yes O No Senior Centers
15. Access Restrictions O Yes X No 16. Audit Requirements
(If Yes, cite Law(s) & Regulations)
X None O State 0 Federal O Independent
17. Is an Index System Used? (If Yes, explain briefly and describe any 18. Recommended Retention

hardware/software

O Yes X No

3 Years

19. Name and Title of Preparer

Phyllis Braxton, Secretary
Office on Aging

20. Telephone Number
410-313-6410

21. Date
July 30, 1998

fi\aging\pbraxton\ageadmin\ fileretent



file://f:/aging/pbraxton/ageadmin/

Instructions - Type or Print a separate DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
form for each new or revised record RECORDS MANAGEMENT DIVISION
series, forward with Retention 7275 WATERLOO ROAD
Schedule (DGS-550-1) P.0. BOX 275 PAGE _Z& OF %
JESSUP, MARYLAND 20794
1. Department/Agency 2. Division 3. Unit
Dept of Citizen Services Office On Aging

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title
Finanical Reports

S. Earliest Year/Latest Year

90 To 98

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

2.05 Periodic Financial Reports
7. Record Series (Format(s) 8. Record Series Sequence 9. Volume
X File Drawer(s)
; ; O Microfilm Reel(s
X Letter Size O Microfilm X Alphabetical 12 O Computer Tape§s;
. 0O Oth i
D Legal Size O Computer Tape O Numerical Nomhe— Other (specify)
O Bound Book O Floppy Disk O Chronological
O Audio Tape O Video Tape o Geographical 10. Annual Accumulation
: . O File Drawer(s
0 other (specify) O Other (specify) O Microfilm R(ee)l(s)
O Computer Tape(s)
D Other (specify)
Number
11. File is Used 12. File Becomes Inactive After
X Daily 0O Weekly O Monthly 3 O Month(s) X Year(s)
Number
13. Current Location(s) (Bld..., Floor, Room) 14. s Record Series Duplicated Elsewhere?
(If yes, specify agency or office)
Gateway Bldg - 2nd Floor )
X Yes O No Senior Centers
15. Access Restrictions O Yes X No 16. Audit Requirements
(If Yes, cite Law(s) & Regulations)
X None O State 0O Federal O Independent
17. Is an Index System Used? (If Yes, explain briefly and describe any 18. Recommended Retention
hardware/software
3 Years
O Yes X No
19. Name and Title of Preparer 20. Telephone Number 21. Date
Phyllis Braxton, Secretary 410-313-6410 July 30, 1998
Office on Aging

f\aging\pbraxton\ageadmin\ fileretent



file://f:/aging/pbraxton/ageadmin/

Instructions - Type or Print a separate
form for each new or revised record

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

series, forward with Retention 7275 WATERLOO ROAD
Schedule (DGS-550-1) P.0. BOX 275 PAGE Z i OFQ&
JESSUP, MARYLAND 20794
1. Department/Agency 2. Division 3. Unit
Dept of Citizen Services Office On Aging

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title

Financial Reports

S. Earliest Year/Latest Year

90 To 98

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

2.17

Travel Expense Records

7. Record Series (Format(s)

X Letter Size O Microfilm

O Legal Size 0O Computer Tape
00 Bound Book O Floppy Disk
O Audio Tape O Video Tape

O other (specify)

8. Record Series Sequence

X Alphabetical

O Numerical

O Chronological

O Geographical

QO Other (specify) -

9. Volume
X File Drawer(s)
0O Microfilm Reel(s)
1/4 O Computer Tape(s)

0 Other (specify)
Number

10. Annual Accumulation

O File Drawer(s)
O Microfilm Reel(s)
0O Computer Tape(s)
O Other (specify)

Number
11, File is Used 12. File Becomes Inactive After
X Daily O Weekly O Monthly 2 O Month(s) X Year(s)
Number

13. Current Location(s)

Gateway Bldg - 2nd Floor

(Bld..., Floor, Room)

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)

X Yes O No Finance
15. Access Restrictions ) 0O Yes X No 16. Audit Requirements
(If Yes, cite Law(s) & Regulations)
X None O State O Federal O Independent

17. Is an Index System Used? (If Yes, explain briefly and describe any

hardware/software

O Yes X No

18. Recommended Retention

2 Years

19. Name and Title of Preparer

Phyllis Braxton, Secretary
Office on Aging

20. Telephone Number
410-313-6410

21. Date

July 30, 1998

f\aging\pbraxton\ageadmin\ fileretent



file://f:/aging/pbraxton/ageadmin/

Instructions - Type or Print a separate DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
form for each new or revised record . RECORDS MANAGEMENT DIVISION
series, forward with Retention 7275 WATERLOO ROAD
Schedule (DGS-550-1) P.0. BOX 275 PAGELO OF2 &
JESSUP, MARYLAND 20794
1. Department/Agency 2. Division 3. Unit
Dept of Citizen Services Office On Aging

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title
Grants

5. Earliest Year/Latest Year

90 To 98

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

2.19 Grant Reports

7. Record Series (Format(s)

X Letter Size 0O Microfilm

O Legal Size .0 Computer Tape
O Bound Book O Floppy Disk
O Audio Tape O Video Tape

O other (specify)

8. Record Series Sequence

X Alphabetical
O Numerical

O Chronological
O Geographical

O Other (specify)

9. Volume
X' File Drawer(s)
O Microfilm Reel(s)
1/4 O Computer Tape(s)
Q Other (specify)
Number

10. Annual Accumulation

O File Drawer(s)
O Microfilm Reel(s)
0O Computer Tape(s)
O Other (specify)

Number
I1. File is Used 12. File Becomes Inactive After
O Daily O Weekly X Monthly 6 O Month(s) X Year(s)
Number

13. Current Location(s)

Gateway Bldg - 2nd Floor

(Bid..., Floor, Room) _

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)

X Yes O No State
15. Access Restrictions O Yes X No 16. Audit Requirements
(If Yes, cite Law(s) & Regulations)
X None O State O Federal O Independent

17. 1s an Index System Used? (If Yes, explain briefly and describe any

hardware/software

0O Yes X No

18. Recommended Retention

6 Years

19. Name and Title of Preparer

Phyllis Braxton, Secretary
Office on Aging

20. Telephone Number 21
410-313-6410

. Date

July 30, 1998

f\aging\pbraxton\ageadmin\ fileretent



file://f:/aging/pbraxton/ageadmin/

Instructions - Type or Print a separate DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
form for each new or revised record RECORDS MANAGEMENT DIVISION
series, forward with Retention 7275 WATERLOO ROAD
Schedule (DGS-550-1) P.0. BOX 275 PAGES?/ OF o2
JESSUP, MARYLAND 20794
1. Department/Agency 2. Division 3. Unit
Dept of Citizen Services Office On Aging

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title
Grants

5. Earliest Year/Latest Year

90 To 98

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

2.21 Grant-In-Aid

7. Record Series (Format(s)

X Letter Size 0O Microfilm

D Legal Size O Computer Tape
o Bound\Book O Floppy Disk
O Audio Tape O Video Tape

O other (specify)

8. Record Series Sequence

X Alphabetical

O Numerical

O Chronological
0O Geographical
O Other (specify)

9. Volume
X File Drawer(s)
O Microfilm Reel(s)
1/4 O Computer Tape(s)

O Other (specify)
Number

10. Annual Accumulation

O File Drawer(s)

O Microfilm Reel(s)

O Computer Tape(s)

O Other (specify)
Number

11. File is Used

O Daily 0O Weekly

X Monthly 6
Number

12. File Becomes Inactive After

O Month(s)

X Year(s)

13. Current Location(s)

Gateway Bldg - 2nd Floor

(BM..., Floor, Room)

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)

X Yes O No State
15. Access Restrictions O Yes X No 16. Audit Requirements
(If Yes, cite Law(s) & Regulations)
X None O State O Federal 0O Independent

17. Is an Index System Used? (If Yes, explain briefly and describe any

hardware/software

O Yes X No

6 Years

18. Recommended Retention

19. Name and Title of Preparer

Phyllis Braxton, Secretary
Office on Aging

20. Telephone Number
410-313-6410

21

. Date

July 30, 1998

f\aging\pbraxton\ageadmin\ fileretent



file://f:/aging/pbraxton/ageadmin/

Instructions - Type or Print a separate DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
form for each new or revised record RECORDS MANAGEMENT DIVISION
series, forward with Retention 7275 WATERLOO ROAD
Schedule (DGS-550-1) P.0. BOX 275 PAGEQA OF X (o
JESSUP, MARYLAND 20794
1. Department/Agency 2. Division 3. Unit
Dept of Citizen Services Office On Aging

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title

Boards & Commissions

5. Earliest Year/Latest Year

90 To 98

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

3.01 Decisions & Orders

7. Record Series (Format(s)

X Letter Size O Microfilm

O Legal Size O Computer Tape
O Bound Book O Floppy Disk
O Audio Tape O Video Tape

O other (specify)

8. Record Series Sequence

0O Alphabetical
O Numerical
O Chronological
O  Geographical
X Other (specify)

9. Volume

O File Drawer(s)

O Microfilm Reel(s)

O Computer Tape(s)

X' Other (specify)
~ Number Binder

10. Annual Accumulation

O File Drawer(s)
O Microfilm Reel(s)
O Computer Tape(s)
O Other (specify)

Number
11. File is Used 12. File Becomes Inactive After
O Daily O Weekly X Monthly 1 O Month(s X Year(s
“Number ) ©)

13. Current Location(s)

Gateway Bldg - 2nd Floor

(Bld..., Floor, Room)

X Yes O No

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)

Executive Office

15. Access Restrictions
(If Yes, cite Law(s) & Regulations)

O Yes X No 16. Audit Requirements

X None O State

0O Federal 0O Independent

17. Is an Index System Used? (If Yes, explain briefly and describe any

hardware/software

O Yes X No

18. Recommended Retention

1 Year

19. Name and Title of Preparer

Phyllis Braxton, Secretary
Office on Aging

20. Telephone Number
410-313-6410

21. Date

July 30, 1998

f\aging\pbraxton\ageadmin\ fileretent



file://f:/aging/pbraxton/ageadmin/

Instructions - Type or Print a separate DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
form for each new or revised record RECORDS MANAGEMENT DIVISION
series, forward with Retention 7275 WATERLOO ROAD
Schedule (DGS-550-1) P.0. BOX 275 PAGEGQ3 oFod 6
JESSUP, MARYLAND 20794
1. Department/Agency 2. Division 3. Unit
Dept of Citizen Services Office On Aging

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title
Purchasing

S. Earliest Year/Latest Year

90 To 98

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

4.19 Purchase Requisitions

7. Record Series (Format(s) 8. Record Series Sequence

X Letter Size D Microfilm

X Alphabetical

O Legal Size O Computer Tape

0O Numerical

1 Bound Book [u] Floppy Disk w] Chronologica]

9. Volume
X File Drawer(s)
O Microfilm Reel(s)
12 O Computer Tape(s)
0O Other (specify)
Number Binder

10. Annual Accumulation

O Audio Tape O Video Tape [m] Geographicalk
. . a Fi
O other (specify) O Other (specify) a l{:/llil:ron;?r:i{E:se)l(s)
O Computer Tape(s)
O Other (specify)
Number
11. File is Used 12. File Becomes Inactive After
O Daily O Weekly X Monthly 2 O Month(s) X Year(s)

Number

13. Current Location(s) (BId..., Floor, Room)

Gateway Bldg - 2nd Floor

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)

X Yes O No Purchasing
15. Access Restrictions O Yes X No 16. Audit Requirements
(If Yes, cite Law(s) & Regulations)
X None 0 State O Federal O Independent

17. Is an Index System Used? (If Yes, explain briefly and describe any
hardware/software

D Yes X No

18. Recommended Reteation

2 Years

20. Telephone Number
410-313-6410

19. Name and Title of Preparer

Phyllis Braxton, Secretary
Office on Aging

21. Date
July 30, 1998

faging\pbraxton\ageadmin\ fileretent



file://f:/aging/pbraxton/ageadmin/

Instructions - Type or Print a separate
form for each new or revised record

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

" AGENCY RECORDS INVENTORY

series, forward with Retention 7275 WATERLOO ROAD
Schedule (DGS-550-1) P.0. BOX 275 PAGEG] Y OF o2 (¢
JESSUP, MARYLAND 20794
1. Department/Agency 2. Division 3. Unit
Dept of Citizen Services Office On Aging

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title
Purchasing

5. Earliest Year/Latest Year

90 To 98

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

4.20 Purchase Orders

7. Record Series (Format(s)

X Letter Size O Microfilm

O Legal Size O Computer Tape

Q Bound Book O Floppy Disk

8. Record Series Sequence

X Alphabetical
‘0 Numerical

O Chronological

9. Volume
X' File Drawer(s)
O Microfilm Reel(s)
172 O Computer Tape(s)
O Other (specify)
Number Binder

O Audio Tape D Video Tape O Geographical 10. Annual Accumulation
R i O File D
O other (specify) O Other (specify) o Mli:rot;?n‘:leé?e)l(s)
0O Computer Tape(s)
O Other (specify)
Number
11. File is Used 12. File Becomes Inactive After
O Daily D Weekly X Monthly 2 O Month(s) X Year(s)
Number
13. Current Location(s) (BId..., Floor, Room) 14. 1s Record Series Duplicated Elsewhere?

Gateway Bldg - 2nd Floor

(If yes, specify agency or office)

X Yes O No Purchasing
15. Access Restrictions DO Yes X No 16. Audit Requirements
(If Yes, cite Law(s) & Regulations)
X None O State O Federal O Independent
17. Is an Index System Used? (If Yes, explain briefly and describe any 18. Recommended Retention
hardware/software
2 Years
O Yes X No

19. Name and Title of Preparer

Phyllis Braxton, Secretary
Office on Aging

20. Telephone Number
410-313-6410

21. Date

July 30, 1998

f\aging\pbraxton\ageadmin\ fileretent



file://f:/aging/pbraxton/ageadmin/

Instructions - Type or Print a separate
form for each new or revised record
series, forward with Retention

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

~
Schedule (DGS-550-1) P.0. BOX 275 PAGEd ) OF&,_L
: JESSUP, MARYLAND 20794 ,
1. Department/Agency 2. Division 3. Unit
Dept of Citizen Services Office On Aging

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title
Purchasing

5. Earliest Year/Latest Year

90 To 98

4.21 Minor Purchase Orders

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

7. Record Series (Format(s) 8. Record Series Sequence

X Letter Size O Microfilm

X Alphabetical

0O Legal Size O Computer Tape

O Numerical

00 Bound Book O Floppy Disk

a Chronological

9. Volume
X File Drawer(s)
O Microfilm Reel(s)
172 O Computer Tape(s)
O Other (specify)
Number Binder

10. Annnal Accumulation

O Audio Tape 0O Video Tape O Geographical
o : . O File Drawer(s)
other »(SPCleY) O Other (specify) O Microfilm Reel(s)
0O Computer Tape(s)
0 Other (specify)
Number
1. File is Used 12. File Becomes Inactive After
O Daily D Weekly X Monthly p) O Month(s) X Year(s
Number )
13. Current Location(s) (BId..., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)
Gateway Bldg - 2nd Floor )
X Yes O No Purchasing
15. Access Restrictions O Yes X No 16. Audit Requirements
(If Yes, cite Law(s) & Regulations)
X None O State O Federal O Independent
17. Is an Index System Used? (If Yes, explain briefly and describe any 18. Recommended Retention

hardware/software

O Yes X No

2 Years

19. Name and Title of Preparer

Phyllis Braxton, Secretary

410-313-6410
Office on Aging ‘

20. Telephone Number .

21. Date
July 30, 1998

f\aging\pbraxton\ageadmin\ fileretent



file://f:/aging/pbraxton/ageadmin/

Instructions - Type or Print a separate
form for each new or revised record
series, forward with Retention

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

PaGEdp OF e o

Schedule (DGS-550-1) P.0. BOX 275
JESSUP, MARYLAND 20794
1. Department/Agency 2. Division
Dept of Citizen Services Office On Aging

3. Unit

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title
Purchasing

S. Earliest Year/Latest Year

90 To 98

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

4.25 Purchasing Contracts

7. Record Series (Format(s) 8. Record Series Sequence

X Letter Size 0 Microfilm

X Alphabetical

O Legal Size O Computer Tape

O Numerical

O Bound Book O Floppy Disk O Chronological

9. Volume
X File Drawer(s)
O Microfilm Reel(s)
172 O Computer Tape(s)
O Other (specify)
Number Binder

10. Annual Accumulation

O Audio Tape O Video Tape w] Geogmphica]
. . O File D

O other (specify) O Other (specify) o h/;i:rotfl?r:]veligse)l(s)
O Computer Tape(s)
O Other (specify)

Number
L1. File is Used 12. File Becomes Inactive After
O Daily O Weekly X Monthly 1 O Month(s) X Year(s)

Num ber

13. Current Location(s)

Gateway Bldg - 2nd Floor

(Bld..., Floor, Room)

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)

X Yes O No Purchasing
15. Access Restrictions O Yes X No 16. Audit Requirements
(If Yes, cite Law(s) & Regulations)
X None D State O Federal O Independent

17. Is an Index System Used? (If Yes, explain briefly and describe any
hardware/software

O Yes X No

18. Recommended Retention

1 Year End of Contract

20. Telephone Number
410-313-6410

19. Name and Title of Preparer

Phyllis Braxton, Secretary
Office on Aging

21. Date

July 30, 1998

f\aging\pbraxton\ageadmin\ fileretent
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Instructions - Type or Print a separate
form for each new or revised record
series, forward with Retention
Schedule (DGS-550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

OF_/&

PAGE [ ~

1. Department/Agency

CiTizen Sevvices

2. Division

OFFICe 0F ConsSumer A FFAIRS

3. Unit

purposes.

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition

4. Record Series Title

[u]

ROLICY AND Procpim DECECOPMENT

5. Earliest Year/Laiest Year

19899 1w (996

3){ THE OFFICE,

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

Pearr i & (> ProJECTS pF £<DER AW AND OTHER ProTECT DEGIENED

7. Record Series (Format(s)

0O Letter Size O Microfilm

B Legal Size 0 Computer Tape

0O Bound Book O Floppy Disk

8. Record Series Sequence

® Alphabetical
[m] Numcﬁcal

O Chronological

9. Volume

N um;cr

M File Drawer(s)
0O Microfilm Reel(s)
O Computer Tape(s)
Q Other (specify)

F]umBer

O Audio Tape O Video Tape O Geographical 10. Annual Accumulation
O Oth : . @ File Drawer(s)
er (specify) O Other (specify) O Microfilm Reel(s)
O Computer Tape(s)
ﬁ_l‘ O Other (specify)
umber
11. File is Used 12. File Becomes Inactive After
® Daily O Weekly O Monthly 6\ o Month(s) @ Year(s)

13. Current Location(s)

(Bld..., Floor, Room)

14. Is Record Series Duplicated Elsewhere?

(If Yes, cite Law(s) & Regulations)

@ None

O State

~ f yes, specify agency or office
GATEwAy IwpFor. oOCcrR £ yes, speciy agency )
O Yes & No
15. Access Restrictions 0O Yes # No 16. Audit Requirements

O Federal O Independent

17. Is an Index System Used? (If Yes, explain briefly. and describe any

18. Recommended Retention

ey lrer.

Yo-3(3¢ ¥ 23

hardware/software f
O Yes ® No a 75'4 r
19. Name and Title of Preparer 20. Telephone Number 21. Date

5727/ 55

7 ” /7 4
f:\data\admin\files - invent.frm

DSG 550.4 (Rev. 1/93)




Instructions - Type or Print a separate
form for each new or revised record
series, forward with Retention
Schedule (DGS-550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O0. BOX 275

AGENCY RECORDS INVENTORY

PAGE_9._ OF (é

1. Department/Agency

JESSUP, MARYLAND 20794

2. Division

3. Unit

purposes.

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition

4. Record Series Title

=]

M 1SCELURNECUS WOriNG FreEs

5. Earliest Year/La{est Year

1968 10 /99€

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

Hoo e 7HE Croai<s €Ducnrron ProSecT
Bougsirons 0V FroPosep LECS cATron

7. Record Series (Format(s) -8. Record Series Sequence 9. Volume
D File Drawer(s)
. . O Microfilm Reel
O Letter Size | O Microfilm ® _Alphabetical } a nggult:: T:;cg))
. o) . 0 Other (specify)
@ Legal Size Computer Tape O Numerical —Nomber—
0 Bound Book 0O Floppy Disk O Chronological
O Audio Tape D Video Tape O Geographical 10. Annual Accumulation
0 Other (speci n A File Drawer(s)
(specify) O Other (specify) O Microfilm Reel(s)
‘ 0O Computer Tape(s)
- O Other (specify)
Number
11. File is Used 12. File Becomes Inactive After
O Daily O Weekly @ Monthly [ @ Month(s) Q Year(s)
umber .
13. Current Location(s) (Bld..., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
) WDE . (If yes, specify agency or office)
ATEWD e
- y 9" ch O Yes A No
15. Access Restrictions 0 Yes @ No 16. Audit Requirements
(If Yes, cite Law(s) & Regulations)
& None O State O Federal O Independent
17. Is an Index System Used? (If Yes, explain briefly. and describe any 18. Recommended Retention
hardware/software
aQ Yes @ No
)/ yl& P

19. Name and Title of Preparer

~—

20. Telephone Number

Gp-Sl5-¢ 520

21. Date

S22

J/ ﬂ 4
f:\data\admin\filey - invent.frm

DSG 550.4 (Rev. 1/93)
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Instructions - Type or Print a separate
form for each new or revised record
series, forward with Retention
Schedule (DGS-550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE__X OF /4

1. Department/Agency

C((IZ#ZN S’g&’U!CEg

2. Division

0/:;:,}:5 OF CoWSUMER ﬂ—ppﬁl'r_r

3. Unit

purposes.

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition

a

4. Record Series Tite A Dy S TRATIVE

5. Earliest Year/Lafest Year

J98F o [99€

frvcominvég rn
[NTErRe MEMIS

Cowfum&({ ProTEcriord S7HTOTE QU.';SI’KON_{
TVvES PRes Tow CETTERS 10 doTo o r?ERS

6. Record Series Descnptlon gneﬂy dcscnbe the zpe of information/documents/forms found in the series. Include the purpose or function of series.

7. Record Series (Format(s)

0 Letter Size O Microfilm

OPLegal Size o Computer Tape

0 Bound Book O Floppy Disk

8. Record Series Sequence

@ Alphabetical
O Numerical

O Chronological

9. Volume
O File Drawer(s)
O Microfilm Reel(s)
O Computer Tape(s)
1 Q Other (specify)
Number

O Audio Tape O Video Tape O Geographical 10. Annual Accumulation
a Oth : . Q File Drawer(s)
er (specify) O Other (specify) O Microfilm Reel(s)
0O Computer Tape(s)
[ O Other (specify)
umber
11. File is Used 12. File Becomes Inactive After
Q Daily O Weekly O Monthly 2 " O Month(s) PYear(s)
Number

13. Current Location(s) (BId..., Floor, Room)
LATEORY XD Fer  OCH-

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)

O Yes & No

15. Access Restrictions
(If Yes, cite Law(s) & Regulations)

O Yes

¥ No 16. Audit Requirements

@None O State O Federal

O Independent

17. Is an Index System Used? (If Yes, explain briefly.and dcscnbe any

hardware/softw:

O Yes @ No

18. Recommended Retention

A pencs

19. Name and Title of Preparer

!%%%ZQWM

20. Telephone Number

p A7 20

21. Date

A Lo

f: \data\admm\ﬁ
DSG 550.4 (Rev. 1/93)

- invent.frm
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Instructions - Type or Print a separate
form for each new or revised record
series, forward with Retention
Schedule (DGS-550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE tfZOF -3

1. Department/Agency

C Ttzew Services

2. Division

OCFICE OF ComSImER  [FFE( RS

3. Unit

' purposes.

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition

a

4. Record Series Title T‘Vﬁ ~NSrTO ry

5. Earliest Ycar/Lafcst Year
(98Y 0 /9% (A

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.
INCom 1 & ¢ 00T 6 OV E Corres FUNDENNCZ

Number

7. Record Series (Format(s) 8. Record Series Sequence 9. Volume
0 File Drawer(s)
o i a Mi . O Microfilm Reel(s)
Letter Size - Microfilm & Alphabetical O Computer Tape(s)
. : o :
A Legal Size O Computer Tape O Numerical e Other (specify)
O Bound Book O Floppy Disk O Chronological
O Audio Tape O Video Tape O Geographical 10. Annual Accumulation
0 Oth i . 0 File Drawer(s)
: e Gpecify) O Other (specify) O Microfilm Reel(s)
/] O Computer Tape(s)
O Other (specify)
Number
11. File is Used 12. File Becomes Inactive After
® Daily O Weekly O Monthly " O Month(s) O Year(s)

13. Current Location(s)

(Bld..., Floor, Room)
&Ar&wby 2,9 Fer OC £

0 Yes

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)

@ No

15. Access Restrictions
(If Yes, cite Law(s) & Regulations)

O Yes

® No
¥None

16. Audit Requirements
0 State

O Federal ‘o Independent

hardware/software

O Yes *No

17. Is an Index System Used? (If Yes, explain briefly. and describe any

18. Recommended Retention

[ yepr—

20. Telephone Number

L0-303-CF20

21. Date

SezrE

f:\data\admin\fileg - invent.frm
DSG 550.4 (Rev. 1/93)




Instructions - Type or Print a separate
form for each new or revised record
series, forward with Retention
Schedule (DGS-550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

P.0. BOX 275
JESSUP, MARYLAND 20794

PAGE_ S OF /¢

1. Department/Agency

0 7126m SECUICES

2. Division

OFFICE OF ConSusmeR  (Acem (RS

3. Unit

purposes.

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition

4. Record Series Title
O cEDVYrAC FrceS
o

5. Earliest Year/Lafcst Year

[ 28K w 1996

BB e Re POVT—S

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

ConsvmER. Arep s ADUsory BrD ﬁ}/wowvceméﬁl‘j‘

7. Record Series (Format(s)

Q Letter Size 0 Microfilm

@ Legal Size o Computer Tape

0 Bound Book 0 Floppy Disk

O Chronological

8. Record Series Sequence

® Alphabetical

O Numerical

9. Volume
O File Drawer(s)
0 Microfilm Reel(s)
O Computer Tape(s)
f O Other (specify)
umber

O Audio Tape 0 Video Tape O Geographical 10. Annual Accumulation
0 Oth . . O File Drawer(s)
er (specify) O Other (specify) 0 Microfilm Reel(s)
Q Computer Tape(s)
O Other (specify)
mber
11. File is Used 12. File Becomes Inactive After
O Daily . Weekly O Monthly ' ‘D\ O Month(s) IFYear(s)
. Number
13. Current [ocaﬁon(s) (Bld..., Floor, Room) 14. ngecord Serf;;es Duphcate(#ilsgwhcrc'l
yes, specify agency or office
M OCA
&’/}Tﬁwn L/ 2 f 0O Yes 2 No
15. Access Restrictions O Yes ® No 16. Audit Requirements
(If Yes, cite Law(s) & Regulations)
@ None 0 State Q Federal O Independent
17. Is an Index System Used? (If Yes, explain briefly and describe any 18. Recommended Retention
hardware/software
g Yes @ No ﬂ y }/‘5

20. Telephone Number

Gro- S/3-6£20

21.

Date

SyAy 7 =

/ f\data\admin\files/- invent.frm
DSG 550.4 (Rev. 1/93)




Instructions - Type or Print a separate
form for each new or revised record

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

CATIZEN) SErJIES

GFEFICE OF ConSumizR BFFRIAS

series, forward with Retention 7275 WATERLOO ROAD

Schedule (DGS-550-1) P.0.BOX 275 PAGE _(/ OF / ¢
JESSUP, MARYLAND 20794

1. Department/Agency 2. Division : 3. Unit ~

purposes.

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition

4. Record Series Title

o PoducaTions

S. Earliest Year/Lafest Year

OFfice. PAmPIf ez
Scmnior SCAMS

JHomE 17 PrOVE MEMLS

few 1tornE ey ArTLES
AcrevraTiVE ENEGY Souvces

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series. *

Lro-3/3-& o4

7. Record Series (Format(s) 8. Record Series Sequence 9. Volume
O File Drawer(s)
. . A Microfilm Reel
ARLetter Size 0O Microfilm @ Alphabetical / ] C;rrl:-pultcr T:Seg))
O Legal Size 0 Computer Tape O Numerical o O Other (specify)
0 Bound Book O Floppy Disk O Chronological
O Audio Tape O Video Tape D Geographical 10. Annual Accumulation
0 Other (specify) O Other (specify) Q e Drawer(s) ©
Q Computer Tape(s)
t O Other (specify)
umber
11. File is Used 12. File Becomes Inactive After
O Daily O Weekly ® Monthly " O Month(s) 0 Year(s)
Number
13. Current Location(s) (Bld..., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
A (If yes, specify agency or office)
GhRwny 2 Fer O C 0 Yes @ No
15. Access Restrictions O Yes W¥No 16. Audit Requirements
(If Yes, cite Law(s) & Regulations)
& None Q State O Federal O Independent
17. Is an Index System Used? (If Yes, explain briefly. and describe any 18. Recommended Retention
hardware/software :
O Yes @ No p EvmpvEer/ ]
20. Telephone Number 21. Date

o2

DSG 550.4 (Rev. 1/93)




Instructions - Type or Print a separate
form for each new or revised record
series, forward with Retention
Schedule (DGS-550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE 7 OF /&

1. Department/Agency

Citlzenw SECU? CAES

2. Division

OfFice OF Conws ovneo A=A

3. Unit

purposes.

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition

4. Record Series Title

A CEVDAS

5. Earliest Year/Laiést Year

|2F8 w1996

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

ConsumeR RFFARS @D VISoRy BonrD

7. Record Series (Format(s)

O Letter Size O Microfilm

W Legal Size o Computer Tape

O Bound Book O Floppy Disk

8. Record Series Sequence

& Alphabetical
O Numerical
0 Chronological

9. Volume
0 File Drawer(s)
0O Microfilm Reel(s)
i 0O Computer Tape(s)
) [ & Other (specify)
umber LPrc:E <

10. Annual Accumulation

0 Audio Tape O Video Tape O Geographical
O Oth ; . O File Drawer(s)
er (specify) O Other (specify) O Microfilm Reel(s)
O Computer Tape(s)
[ 2 B Other (specify)
umber PARcES
11. Fileis Used 12. File Becomes Inactive After
O Daily 0 Weekly % Monthly ({ " O Month(s) | @ Year(s)
umber .
13. Current Location(s) (Bld..., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
} - (If yes, specify agency or office)
7t e C A
0 nie wﬁ'f <D © O Yes @ No
15. Access Restrictions O Yes No 16. Audit Requirements
(If Yes, cite Law(s) & Regulations)
B None O State O Federal O Independent

17. Is an lndex System Used? (If Yes, explain briefly.and descnbc any

hardware/software

O Yes & No

18. Recommended Retention

( Verr

Name and Title of Preparer

/&ﬂém M

20. Telephone Number

Gp-3FEF20

21. Date

S/2 2

f.\data\admm\ﬁles - invent.frm
DSG 550.4 (Rev. 1/93)




)

Instructions - Type or Print a separate
form for each new or revised record
series, forward with Retention
Schedule (DGS-550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE__K OF _[£

1. Department/Agency

Clitizenw Servs S

2. Division

O/ 1cE OF Cows cnea AE=AN

3. Unit

purposes.

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition

4. Record Series Title
N(VYTT=S

a

5. Earliest Yea:/l.aiést Year

[2FE w996

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.
MV UTES OF THE CorSomel BeFacrs BoUSETY BXD

7. Record Scries (Format(s) 8. Record Series Sequence 9. Volume
O File Drawer(s)
. . 0 Microfilm Reel(s
O Letter Size - O Microfilm a Alphabetical ’ o Computcr Tape%s))
. . pe .
W Legal Size O Computer Tape O Numerical - lg)ﬁ;g gcmf}’)
O Bound Book O Floppy Disk O Chronological
0 Audio Tapc 0 Video Tapc o Geographical 10. Annual Accumulation
0 Oth . ., Q File Drawer(s)
er (specify) O Other (specify) O Microfilm Reel(s)
0O Computer Tape(s)
22 Other (specify)
umber Phce S
11. File is Used 12. File Becomes Inactive After
O Daily O Weekly @ Monthly [ " O Month(s) " @ Year(s)
. Number .
13. Current Location(s) (Bld..., Floor, Room) 14. Is Record Scries Duplicated Elsewhere?
} . : (If yes, specify agency or office)
LD Feo C*A
0 new ”7’ 4 0 Yes 8 No
15. Access Restrictions 0O Yes _—®No 16. Audit Requirements
(If Yes, cite Law(s) & Regulations) -
@ None O State O Federal 0O Independent
17. Is an Index System Used? (If Yes, explain bricfly.and dcscriBe any 18. Recommended Retention
hardware/software
O Yes @No
2B YenrsS

19, Name and Title of Preparer

20. Telephone Number

st Y

21. Date —

F

v 7/

f:\data\admin\filey’ - invent.frm
DSG 550.4 (Rev. 1/93)




Instructions - Type or Print a separate DEPARTMENT OF GENERAL SERVICES

form for each new or revised record RECORDS MANAGEMENT DIVISION
series, forward with Retention . 7275 WATERLOO ROAD
Schedule (DGS-550-1) : P.0. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE_ 9 oF /&

1. Department/Agency 2. Division

Cirizen Serousces

C9F)<:¢c£ OF Cows cnmee. A=A

3. Unit

purposes.

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition

4, Record Serics Title

RIZArTS TO £XECITIYEANY COINTY Cournrcie

5. Ea;'liest Year/[.aiést Year
1266 w1996

)QNNUH(’ RéPdV’)'

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

Chewsy Mo  OCA

7. Record Serics (Format(s) -} 8. Record Series Sequence 9. Volume
0 File Drawer(s)
. . O Microfilm Reel
O Letter Size 4 O Microfilm @ Alphabetical g = C;mp ulten:'l‘:;c g))
i ', @ Other (specify
® Legal Size O Computer Tape O Numerical —Nomber— 9 fpéf“)
O Bound Book 0 Floppy Disk O Chronological
0 Audio Tape O Video Tape O Geographical 10. Annual Accumulation
0 Other (speci ¢ O File Drawer(s)
(specify) O Other (specify) O Microfilm Reel(s)
: 0 Computer Tape(s)
& Other (specify) .
umber LrRCE S
11. File is Used 12. File Becomes Inactive After
O Daily O Weekly @ Monthly [ " O Month(s) | @ Year(s)
: umber .
13. Current Location(s) (Bld..., Floor, Room) 14. Is Record Series Duplicated Elsewhere?

(If yes, specify agency or office)

O Yes @ No

15. Access Restrictions O Yes @FNo
(If Yes, cite Law(s) & Regulations)

16. Audit Requirements

$ None 0 State

O Federal O Independent

17. Is an Index System Used? (If Yes, explain briefly. and describe any
hardware/software

O Yes aNo

18. Recommended Retention

PE rmAperIT

19, Name and Title of Preparer ' 20. Telephone Number
% Wlrer | 57057320
e /

21.

Date

SR 0.

i
f\data\admin\filés - invent.frm

DSG 550.4 (Rev. 1/93)




Instructions - Type or Print a separate
form for each new or revised record
series, forward with Retention
Schedule (DGS-550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

P.0.BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE /6 OF /&

1. Department/Agency 2. Division

Citizets SEFCI CHRES

OfFce OF Cows omen. A=A

purposes.

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition

4. Record Scries Title '

0w ComPLAINWT.S

5. Mliwt Ycar/Lafést Year
| 2FE © J996

CONSIMER Com PLA VTS
TVESPRSS 70w Ccom PLReVTS

6. Record Series Description (Bricfly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

. Record Series (Format(s) 8. Record Series Sequence

0O Letter Size 0 Microfilm

@ Alphabetical

W Legal Size O Numerical

0 Computer Tape

Q Bound Book O Floppy Disk

O Chronological
O Geographical
O Other (specify)

0O Audio Tape
Q Other (specify)

0O Video Tape

9. Volume .
File Drawer(s)
O Microfilm Reel(s)
O Computer Tape(s)
0 Other (specify)

10. Annual Accumulation

5[

Number

xFile Drawer(s)

O Microfilm Reel(s)
O Computer Tape(s)
0 Other (specify)

11. File is Used

@ Daily O Weekly O Monthly

12. File Becomes Inactive After

> " O Month(s)

@Y
Number carts)

13. Current Location(s) (Bld..., Floor, Room)

QCnieway I e @cA-

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)

O Yes o No

15. Access Restrictions O Yes
(If Yes, citc Law(s) & Regulations)

16. Audit Requirements

@ None O State O Federal 0 Independent

17. Is an Index System Used? (If Yes, explain briefly.and describe an:
hardwarelso&war?:l ar xP Y y

O Yes @ No

18. Recommended Retention
QA yeArs (mvoFFiCE

g\t/éﬂ,y SravAcCE

19,1 Name and Title of Prepafer

er [Mrin

20. Telephone Number

FO-53-€F£20

21. Date ___

S22

g0 7/ 7 .
f\data\admin\fileg’ - invent.frm
DSG 550.4 (Rev. 1/93)




Instructions - Type or Print a separate
form for each new or revised record
series, forward with Retention
Schedule (DGS-550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE_/[ OF_/¢{

1. Department/Agency 2. Division

Cifizen SErv/ CHES

OfFicE OF Cows cnmea A=A

3. Unit

purposes.

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition

4. Record Series Title

=]

TvDrupun L EMPLOYEE PEVSONRNEC FErceS

5. Ea;'licst YearlLa{e;st Year
|26 w7996

EmPioyce Persorrcc Erces

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

7. Record Series (Format(s) 8. Record Series Sequence 9. Volume
@ File Drawer(s)
o i a Mi . O Microfilm Reel(s)
Letter Size . Microfilm @ Alphabetical @ Computer Tape(s)
W Legal Size @ Computer Tape O Numerical e Q Other (specify)
a Bound Book Q Floppy Disk O Chronological
O Audio Tape O Video Tape O Geographical 10. Annual Accumulation
O Other (speci a : @ File Drawer(s)
(specify) Other (specify) O Microfilm RetI(s)
8 Computer Tape(s)
l Q Other (specify)
umber
I1. File is Used 12. File Becomes Inactive After
.‘ 0O Daily 0O Weekly @ Monthfy o Month(s) ‘o Year(s)

N umber

13. Curmrent Location(s) (Bld..., Floor, Room)

Chieway D @cH

14. Is Record Series Duplicated Elsewhere? [PE¢ S 0r/ 1/ é-&

(If yes, specify agency or office)
® Yes O No

730y U ZEN SorelS,

15. Access Restrictions
(If Yes, cite Law(s) & Regulations)

P/Z/:‘a MNEC Coapege_

&# Yes ONo

16. Audit Requirements

@ None a State O Federal O Independent

17. Is an Index System Used? (If Yes, explain briefly.and describe any
hardware/software

O Yes @ No

18. Recommended Retention
AS cone RS ADPM/iriS7rg T/décy
VACoORBLE

20. Telephone Number

e

G- 36EFAS

21. Date

S22 5

l9zzNamc and Title of Prepater
04/&)‘\7, 1

f:\data\admin\ﬁlz invent.frm
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Instructions - Type or Print a separate
form for each new or revised record
series, forward with Retention
Schedule (DGS-550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE [P~ OF /€

1. Department/Agency

Cirtzew SErvVl CES

2. Division

OfCE OF Cons omee. A=A

3. Unit

purposes.

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition

4. Record Series Title
o LEAVE REcorps

5. Ea;'licst Ycar/Laiést Year
| 286 0 7996

(EBUE SCPS

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

7. Record Series (Format(s)

8. Record Series Sequence 9. Volume
-8 File Drawer(s)
o : O Mi . 0O Microfilm Reel(s)
Letter Size » Microfilm @ Alphabetical , O Computer Tape(s)
. : a .
W Legal Size G Computer Tape 0O Numerical oker Other (specify)
0 Bound Book 0 Floppy Disk O Chronological
O Audio Tape O Video Tape O Geographical 10. Annual Accumulation
O Other (speci . Q File Drawer(s)
T (specify) O Other (specify) a Microfilm Reel(s)
O Computer Tape(s)
1 M Other (specify)
umber Foc &
11. File is Used ' 12. File Becomes Inactive ARter
O Daily O Weekly @ Monthly é " O Month(s) | O Year(s)
. umber .
13. Curment Location(s) (BId..., Floor, Room) 14. Is Record Series Duplicated Elscwhere? [~ 7 SO™~E C

(If yes, specify agency or office)

errreEn Qpyos Admnd

O Yes B-No

7 D Feo
Cheway I ocA 2 ves g
15. Access Restrictions a Yes @ No 16. Audit Requirements
(If Yes, cite Law(s) & Regulations)
@None Q State O Federal O Independent
17. Is an Index System Used? (If Yes, explain bricfly.and dcscri&: any 18. Recommended Retention
hardware/software

ﬁg cowve AS dﬂoqﬂ@or%_

20. Telephone Number

Y- 23650,

21. Date

f:\data\admin\files

invent.frm




Instructions - Type or Print a separate
form for each new or revised record
series, forward with Retention
Schedute (DGS-550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE /{3 OF /&

1. Department/Agency

Ciflzenw SEFUl CAES

2. Division

Of~Fice OF Convs cnnee A=A

3. Unit

purposes.

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition

4. Record Series Title

CAsSH

a

@ECE(PT Jourpwacs

s. Earliest Year/Latest Year

[2FE~ w996

(@Ddé@S

SoLeCerayr T‘PEDD ER
+
Tresenss 7ow Accoo T

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of scries.
CASH RececP( S
For

7. Record Series (Format(s)

8. Record Series Sequence 9. Volume
# File Drawer(s)
. . O Microfilm Reel
Q Letter Size 4 0 Microfilm @ Alphabetical = C; n:g ult::'r:;cg))
i . 0 Other (speci
W Legal Size 0 Computer Tape O Numerical s (specify)
Q Bound Book O Floppy Disk a Chronological
O Audio Tape O Video Tape O Geographical 10. Annual Accumulation
O Other (speci a . @File Drawer(s)
(specify) Other (specify) O Microfilm Reel(s)
a Computer Tape(s)
‘ O Other (specify)
11. Fileis Used 12. File Becomes Inactive After
O Daily O Weekly & Monthly ‘ " O Month(s) " B#Year(s)
. ‘Number .
13. Current Location(s) (Bld..., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
} . (If yes, specify agency or office)
7 teo
Chfeway FLD OcA- O Yes & No
15. Access Restrictions O Yes @ No 16. Audit Requirements
(If Yes, cite Law(s) & Regulations)
# None O State Q Federal 0O Independent

hardware/software

O Yes

dNo

17. Is an Index System Used? (If Yes, explain bricfly.and describe any

18. Recommended Retention

[ /f/ﬂr

19. Name and Title of Preparer

fon

20. Telephone Number

GO -35/5-E%20

21.

e

gA)
d U A
~ f\data\admin\files” - invent.frm
DSG 550.4 (Rev. 1/93)

/




Instructions - Type or Print a separate DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

form for each new or revised record RECORDS MANAGEMENT DIVISION

series, forward with Retention 7275 WATERLOO ROAD

Schedule (DGS-550-1) : P.0. BOX 275 PAGE [ Cf OF / é
JESSUP, MARYLAND 20794

1. Department/Agency 2. Division 3. Unit

Ciflzenw SECUI CES

Of1ceE OF Conws omee. A=A

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition

purposes.
4. Record Series Title ' S. Ea;'licst Year/l.a{ést Year
o THAVEC EXPENSE Record S | [ 276 0 99,6

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

[rAJEC ELPE Sy RerD S

A\
7. Record Series (Format(s) - | 8. Record Series Sequence 9. Volume"
‘ Q File Drawer(s)
a i 0 Mi . O Microfilm Reel(s)
Letter Size ' Microfilm @ Alphabetical 0 Computr Tape()
i . & Other (specify)
W Legal Size 1 Computer Tape O Numerical , T Focn é{
O Bound Book O Floppy Disk a Chronological
O Audio Tape B Video Tape O Geographical 10. Annual Accumulation
" 0O0th i ia ’ Q File Drawer(s)
e Gpecity) O Other (specify) O Microfilm Reel(s)
0 Computer Tape(s)
‘,_gOt.her (specify) ]
gl (22D R

11, File is Used 12. File Becomes Inactive After

O Daily B Weekly O Monthly 4 O Month(s) @ Year(s)

: r .
13. Current Location(s) (Bld..., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
} - (If yes, specify agency or office)

7t teeo
onie way /KD oCcCH O Yes # No '
15. Access Restrictions 0O Yes BNo 16. Audit Requirements

(If Yes, cite Law(s) & Regulations) .
@ None Q State 0 Federal 0 Independent
17. Is an Index System Used? (If Yes, explain briefly.and descrch any 18. Recommended Retention
hardware/software
O Yes @ No

2265

20. Telephone Number

o pe | S4B

dmin\files finvent.frm
DSG 550.4 (Rev. 1/93)




Instructions - Type or Print a separate
form for each new or revised record
series, forward with Retention
Schedule (DGS-550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD
P.0. BOX 275
JESSUP, MARYLAND 20794

paGE /S oF /6

1. Department/Agency

C7rzends SERU ces

2. Division

OFFICE OF ConsSumeERr AFFAIRS

3. Unit

purposes.

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition

4. Record Series Title

a PUV‘C/-/F)SE REQU/S/T?bN_f

5. Earliest Year/Latest Year

(220 ©[99€

6. Record Series Description (Briefly describe the type of information/documents/forms found in the series. Include the purpose or function of series.

Porcunas £ REQIS 7205

7. Record Series (Format(s)

QO Letter Size O Microfilm

& Legal Size @ Computer Tape

0 Bound Book O Floppy Disk

8. Record Series Sequence

B Alphabetical
0O Numerical

O Chronological

9. Volume
0 File Drawer(s)
O Microfilm Reel(s)

0 Computer Tape(s)
‘ @ Other (specify)
umber Fa DE, Q

O Audio Tape 0 Video Tape O Geographical 10. Annual Accumulation
a Oth : . 0 File Drawer(s)
er (specify) O Other (specify) O Microfilm Reel(s)
) 0 Computer Tape(s)
@ Other (specify)
umber Fa coER.
11. File is Used 12. File Becomes Inactive After
O Daily .0  Weekly B Monthly . O Month(s) @ Year(s)
umber
13. Current Locaiion(s) (Bld..., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)
CABwRY 2wpFern OCA aves No
1S. Access Restrictions O Yes BNo 16. Audit Requirements
(If Yes, cite Law(s) & Regulations)
@None O State O Federal 0O Independent

hardware/softw
O Yes

are

® No

17. Is an Index System Used? (If Yes, explain briefly.and describe any

18. Recommended Retention

N, )

20. Telephone Number

S~ 715 5500

21.

0 a7 <
fi\data\admin\fileg’ - invent.frm

DSG 550.4 (Rev. 1/93)




Instructions - Type or Print a separate
form for each new or revised record
series, forward with Retention
Schedule (DGS-550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

P.0. BOX 275
JESSUP, MARYLAND 20794

PAGE /( oF /¢

1. Department/Agency

2. Division

(¢ F?/ce OF ConSumiZR AFFAIRS

3. Unit

purposes.

DEFINITION - RECORDS SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition

4. Record Series Title

o IO UrcsnASE OrpDeR.S

5. Earliest Year/Latest Year

1988 ©/9%€

Purctnsc oroep §

mwor Povcanse oro €S

6. Record Series Description (Briefly describe the type of mfonnatxon/docmnentslfom\s found in the series. Include the purpose or function of series.

0O Bound Book O Floppy Disk

7. Record Series (Format(s) 8. Record Series Sequence
O Letter Size O Microfilm ® Alphabetical
@ Legal Size 0O Computer Tape O Numerical

O Chronological

9. Volume
0 File Drawer(s)
0O Microfilm Reel(s)
O Computer Tape(s)
® Other (specify)

(T:dLDEoe

umber

10. Annual Accumulation

umber

0O Audio Tape O Video Tape O Geographical
O Oth . . 0 File Drawer(s)
er (specify) O Other (specify) O Microfilm Reel(s) -
. ( 8 Computer Tape(s)
& Other (specify)
Number Foc LR
11. File is Used 12. File Becomes Inactive After
O Daily O Weekly ®- Monthly o Month(s) =P Year(s)

13. Current Location(s) (Bld..., Floor, Room)

GRTERY QD Fer O T A

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)

a0 Yes ® No

15. Access Restrictions
(If Yes, cite Law(s) & Regulations)

0O Yes

#No 16. Audit Requirements

@None O State O Federal

O Independent

hardware/software

a Yes ® No

17. Is an Index System Used? (If Yes, explain briefly.and dcscnbc any

18. Recommended Retention

Yerrs

. T;;Zt/r»

20. Telephone Number

SLg-3/3 € 2

21. Date

R

a\admm\ﬁl - mvent frm

DSG 550.4 (Rev. 1/93)




